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1. Purpose. This Manual is issued for the guidance and conpliance of al

i ndi vidual s concerned in any aspect of Marine Corps personnel records

adm nistration. Instructions contained herein do not anend any provisions
of Navy Regul ati ons and Navy Departnent General Orders.

2. Cancellation. MCO P1070.12H and MCO 1070. 14A.

3. Summary of Revision. This Manual contains a substantial nunber of
changes and nmust be conpletely reviewed. Major changes included in the
revision are as follows:

a. Chapter 1 incorporates MCO 1070. 14A (Oficial Mlitary Personne
Files (OWPF) Contents).

b. Chapter 2 enconpasses personnel identification information (Nanme,
I dentification Number and Phot ograph).

c. Chapter 3

(1) The Weapons Firing Record; Conpetitive Marksmanshi p ( NAVMC
118(6)) is no longer required and has been noved to the docunent side

of the OQR

(2) Nurerous additions and changes to Administrative Remarks (NAVMC
118(11)) entry recording instructions are included in the revision

DI STRI BUTI ON STATEMENT A: Approved for public rel ease;
distribution is unlimted.
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d. Chapter 4
(1) The Weapons Firing Record; Conpetitive Marksmanship ( NAVMC
118(6)) is no longer required and has been nmoved to the docunent side of

t he SRB.

(2) Nunerous additions and changes to Adm nistrative Remarks
(NAVMC 118(11)) entry recording instructions are included in the revision.

4. Certification. Reviewed and approved this date.

D. S. HOWELL
By direction
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| NTRODUCTI ON

0001. PURPOSE. The | RAM publishes policies, procedures, and technica
instructions for the adm ni stration of personnel records.

0002. STATUS
1. Requirenents in this Manual are binding on any Mari ne concerned with
recording information in the service record book or the officer's

qualification record, hereafter referred to as the field service record
unl ess ot herwi se indicated.

2. Any deviation formthe instructions contained in this Manual nust be



authorized in witing by the Commandant of the Marine Corps (M FD)

0003. SCOPE

1. This Manual contains personnel identification information and
i nstructions for the conpletion of various forns as well as occasions
and directions for making entries in the field service record.

2. This Manual al so contains nunerous instructions concerning the

adm ni stration of the Mari ne Corps Reserve. The terns Ready Reserve,
Sel ected Marine Corps Reserve (SMCR), and |ndividual Ready Reserve (IRR)
are defined bel ow for convenience. Oher definitions related to the
Marine Corps Reserve are contained in MCO P1001R. 1, MCRAMM

a. Ready Reserve. Those units and nenbers of the Reserve conponent
of the Arned Forces of the United States |iable for active duty to augnent
Active Forces, in time of war or national emergency. The Ready Reserve in
the Mari ne Corps Reserve consists of the SMCR and the IRR

b. SMCR  That portion of the Ready Reserve consisting of nenbers in an
i nactive duty training (I1DT) status (Training/Pay Category A B, or P) and
personnel performing Initial Active Duty for Training (Category F).
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c. IRR  Menbers of the Ready Reserve not affiliated with a SMCR unit
and not on active duty. These records are adm ni stered by the Commandi ng
General, Marine Corps Reserve Support Command, 10950 EI Monte, Overl and
Park, KS 66211-1408.

3. Marine reservists are often assigned to extended periods of active
duty with the Regul ar Establishment followed by a return to their SMCR
unit or the IRR. Caution nust be exercised to ensure Reserve uni que
docunents are not renoved fromtheir fields service record unless
specified by current directives.

0004. RESPONSI BI LI TY. The currency, accuracy, nodification, and
distribution of this Manual are the responsibilities of the CMC (M FD)
Commanders are responsible for the tinely entry of changes and physica
mai nt enance of their copies of this Mnual

0005. ALLOWANCES
1. Forward requests for changes to the authorized all owances of this Manua
to the CMC (ARE). Submit requests per the instructions contained in MCC

P5600. 31, Marine Corps Publications and Printing Regul ati ons.

2. Obtain missing pages by requisitioning the basic Manual and/or pertinent
change(s) per MCO P5600. 31



0006. ORGANI ZATI ON

1. This Manual is organized in chapters which are nunbered sequentially
and listed in the contents.

2. Paragraph nunbering is based on four digits. The first indicates the

chapter; the next three, the general paragraph; and the conbinati ons which
foll ow the decimal point, the appropriate paragraph; e.g., 3003.2a refers

to chapter 3, paragraph 003, subparagraph 2a.

3. Pages are nunbered in separate series by chapter with the chapter nunber
precedi ng each nunber; e.g., the fourth page of chapter 3 appears as 3-4.
Vi
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0007. CHANGES. The CMC (M FD) will publish changes to this Manual per

established criteria. Such changes are numbered consecutively. Record
recei pt and entry of such changes on the page provided for that purpose.

0008. METHODS OF CI TATION. Show references to paragraphs of the | RAM as
fol |l ows:

1. For correspondence:

Ref: (a) MCO P1070.12J, par. 3003
(b) MCO P1070. 12J, par. 3003.2
(c) MCO P1070.12J, par. 3003. 2a
(d) MCO P1070. 12J, par. 3003. 2a(2)
(e) MCO P1070.12J, par. 3003.2a(2) (a)

2. For nessages:

REF/ A/ DOC/ CMC M FD/ MCO P1070. 123/ 13JUL92//
AMPN REF A 1S THE | RAM //

NOTE: ALWAYS REFER TO THE TELECOMMUNI CATI ONS USERS MANUAL (NTP 3) FOR
CORRECT FORMATTI NG. | DENTI FY SPECI FI CALLY REFERENCED PARAGRAPH I N THE
MESSAGE TEXT.

3. For directives:

Ref: (a) MCO P1070.12J, par. 3003
(b) MCO P1070.12J, par. 3003.2
(c) MCO P1070.12J, par. 3003.2a
(d) MCO P1070.12J, par. 3003.2a(2)
(e) MCO P1070.12J, par. 3003.2a(2) (a)

4. For personnel records and forns only:
| RAM par. 3003

| RAM par. 3003.2
| RAM par. 3003.2a



| RAM par. 3003.2a(2)

| RAM par. 3003.2a(2) (a)
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CHAPTER 1

CONTENTS OF HEADQUARTERS FI LES

1000. GENERAL

1. Every Marine has an official mlitary personnel file (OWF) at HOQMC which
provides a history of the Marine's career fromentrance into the Marine Corps
or the Marine Corps Reserve, until severance fromthe Marine Corps or the
Marine Corps Reserve by discharge, retirenment, resignation, or death.
Administrative materials or docunments to support the chronol ogy of events for
the Marine's history is incorporated in the OWF at HQVC, as well as field
service records, as required. The authority for insertion of these naterials
into the respective records is provided by current Marine Corps directives.
As needs and records managenent techni ques change, certain fornms may becone



obsol ete and be replaced by new forms or automated recordi ng procedures.
VWhen this occurs, documents filed as a result of the old requirement wll
not be renoved fromeither the OWPF or the field service record.

2. Al material forwarded to the CMC (MVSB-20) for inclusion in the OWPF
nmust contain the grade, full name, and SSN. The SSN format prescribed for
of ficial correspondence is appropriate; however, recruit conputer-generated
SRB pages are produced in a different format, 123 45 67 89 vice 123 45 6789.
Either format is acceptable for use in the field service records and for
identification of material for inclusion in the OWF

3. The OWF is structured into the follow ng areas:

a. Service Folder. Consists of contract information, discharge
docunents, reserve docunents, orders to active duty, and genera
adm nistrative and service docunents used to conpute service tinme for
benefits, prograns, or retirenent.

b. Commendatory/Derogatory Folder. This folder contains documents on
civilian and military education, personal awards information, courts-martial/
nonj udi ci al puni shnments, and other material reflecting significant persona
achi evenent or adversity that is pertinent to nmaking decisions for purposes
of selection, assignnent, and retention
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c. Performance Folder. Contains fitness reports and standard addendum
pages for all sergeants and above. The Performance Fol der nay contain
menor anda ori gi nated by the CMC (MVBSB) as necessary to record historical or

adm nistrative information.

d. Service Folder. Upon separation fromthe Marine Corps, docunents
contained in the Service Record Book/Officer Qualification Record (SRB/ OQR)

are filed in the Service Folder. |If a Marine has periods of broken service,
docunents from previ ous SRB/OQRs will be contained in the Service Fol der
Table 1-1 contains a partial listing of docunents and standard pages suitable

for inclusion in the QOVPF.

e. Health Folder. Unless a Marine had broken service which ended prior
to 1994, or is presently on the Tenporary Disability Retired List (TDRL), no
Heal th Folder is maintained. Since 1994, health and dental records are sent
to the Department of Veterans Affairs, Service Medical Records Center
St. Louis, MO 63103 upon di scharge

4. Certain limtations exist regarding the kinds of material authorized for
inclusion in the OWF and the specific |locations (data areas) within the
record. The follow ng guidelines apply in determ ning whether or not
certain docunents are placed in the OWF

a. Extraneous Material. The CMC (MVSB) will not file material which is
not relevant to the documentation of the Marine's history of service.

b. Duplicate Material. The CMC (MVSB) will destroy material identified



as duplicate of docunents already in the OMPF without notifying the
forwardi ng command or i ndi vi dual

c. Adverse Matter. Any docunent that reflects unfavorably upon a
Marines mental, noral, or professional qualifications. Subject to the
following rules, all relevant adverse material is filed in the OWF

(1) Fitness Reports. Article 1122, U. S. Navy Regul ations, 1990,
provi des that adverse material shall not be placed in officer or enlisted
fitness reports, or appended as an addendum unless the Marine being
reported on has had an
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opportunity to make either a statenment regarding the adverse material or a
statenent that the Marine does not choose to make a statement. 1In either
situation, the statement shall be typewritten on a standard addendum page and
signed and dated by the Marine being reported on (see MCO P1610. 7). Refer
adverse fitness reports to the individual reported on for comrent prior to
the insertion of such reports into the OWF. Refer to MCO P1610.7 for
referral and submi ssion procedures.

(2) O her Reports, Statenents, or Correspondence of a Mlitary Nature

(a) The CMC (MvSB) will file correspondence containing adverse
material that the Marine reported on has had the opportunity to contest,
explain, or rebut, whether at a personal hearing or by statement, without
additional referral to the individual. Exanples include:

1 Punitive letters of censure.

2 Medi cal surveys where hospitalization is due to the
Marine's own m sconduct.

3 Reports and rel ated correspondence reflecting fina
approved civilian convictions.

4 Reports of nonjudicial punishnent, courts-martia
convictions, boards of inquiry, boards of review, etc.

5 Rel evant nenoranda prepared at HQWC resulting fromofficia
correspondence sent to and received by the Marine reported on, the reporting
senior, or the reviewi ng officer

6 Rel evant correspondence docunenting an officer's renoval
froma pronotion selection board report or a pronotion |list, and other
correspondence related to the pronotion process.

7 Any other matter that bears or reflects on the character
performance, professional qualifications and fitness of the officer

(b) The CMC (MVSB) will file docunments containing adverse
material of an official mlitary nature without referra
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to the individual concerned, if no purpose would be served by such referral
Exanpl es i ncl ude:

1 Substandard conduct/duty proficiency marks.

2 Counseling entries by a conmander, or a designated
representative, when such counseling is designated to assist a Marine to
overcome mlitary deficiencies.

3 Forwardi ng endorsenents on requests for special duty,
speci al training, reassignnment, transfer, discharge, etc., when such
endorsenents are derogatory or recomend di sapproval .

4 Denials of requests for special duty, special training,
reassi gnment, transfer, discharge, etc.

5 Requests by a commander for the reassignment of a Marine
when such request reflects unfavorably on the individual concerned.

(c) The CMC (MvsB) will file documents containing adverse
material of an official mlitary nature without referral to the individua
concerned when the Marine is unavail able for conment because of m sconduct.
Exanpl es i ncl ude:

1 Reports of absentees and deserters, and rel ated
correspondence.

2 Reports and correspondence relating to adm nistrative
di scharge action where the Marine is in an unauthorized absentee status at
the tine or is otherw se unavailable for statement because of the Marine's
own m sconduct.

(d) The CMC (MVSB) will file letters issued by the CMC (MVOA or
MVEA) to an officer or enlisted nenber concerning failure(s) to neet Marine
Cor ps standards of professional performance and/or conduct.

(e) The CMC (MvBB) will not file docunents related to | aw
enforcenent investigations conducted by the Naval Criminal Investigative
Service (NCIS), Criminal Investigation Division (CID), or by any other
mlitary or civilian | aw enforcenent agencies. However, the CMC (MVSB) may
insert summaries of substantiated ni sconduct/adverse information extracted
fromlaw
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enforcenent investigations prepared by the CMC (JA) Likew se, sunmaries of
substanti ated m sconduct/adverse information extracted from non-crim na

i nvestigations by the DNIGVMC may be inserted in the OMWF. Such summari zed
material nmay be entered in the OWF only after providing the Marine an



opportunity for comrent and/or rebuttal

(3) Docunents Consisting of Adverse Material Matters of a Civilian
Nature. As a general rule, the CMC (MMSB) will not place adverse matters of
a civilian nature in the OWF until referral of such matters to the Marine
concerned for comrent.

d. Comendatory Material. Conmendatory material is any docunment which
reflects favorably upon a Marine's nental, nmoral, or professiona
qual ifications, and which inpacts on the m ssion of HQVC staff agencies or
the mlitary career of the Marine.

Exanpl es i ncl ude:

(1) Copies of service award certificates (Good Conduct Medal
Sel ected Marine Corps Reserve Medal, etc.).

(2) Certificates of comendation (when the certificate addresses
t he Marine by nane).

(3) Meritorious Mast.

(4) Copies of personal award recomendati ons.
(5) Copies of personal award citations.

(6) Aviation safety awards.

(7) Certificates of schol astic achi evenment presented upon graduation
froma formal military course of instruction. (Certificates of scholastic
achi evenent should not be confused with formal school conpletion
certificates. Conpletion of formal courses of instruction are docunented in
MCTFS. Copies of course conpletion certificates are not filed in the OWF.)

5.  The Manpower Managenent |nformation Systens Division (CMC (M)) has the
functional responsibility for policy relating to material authorized for
retention in the OWF. Al material forwarded to the CMC (MVSB-20) for
inclusion in the OWF nust contain the grade, full nanme, and SSN. Address
i nquires

1-7
1001 | RAM

concerning OWPF contents to the Commandant of the Marine Corps (M FD)
Headquarters, U. S. Marine Corps, 2 Navy Annex, Washi ngton, DC 20380-1775.

Tel ephone inquiries may be made by calling CMC (M FD) at: DSN 224-1971/ 4804
or coml (703) 614-1971/4804.

6. Commmanders will use Tables 1-1 through 1-3 when deternini ng whet her
docunentation is appropriate for forwarding to the CMC (MVSB-20) for
insertion in the OWF

7. Commanders are requested to ensure docunents are properly prepared; only
aut hori zed docunents are forwarded to HQVC, and docunents are subm tted under
a cover letter which includes the Marine's identification information.



1001. AUDI T AND CORRECTI ON OF THE OWPF

1. The OWPF is the primary record used by sel ection boards. Chapter 1
provi des informati on on when OMPF's are automatically provided to Marines.
Mari nes shoul d request a copy of their OWF for review and correction under
the foll owi ng circunstances:

a. At |east once every 3 years.

b. At least 12 nonths prior to the convening of a selection board when
it is anticipated that the Marine will be in the eligibility zone.

c. At least 12 nonths prior to applying for prograns such as Warrant
Officer, Marine Corps Enlisted Comm ssioning Educati on Program etc.

2. Marines may receive a copy of their OWPF by subnmitting a witten request
to the 040 (MVSB-10). The request need not be formatted in any particul ar
way but nust include the individual's nane, grade, SSN, signature, and
mai | i ng address. The CMC (MVBSB-10) will provide the OWPF in mcrofiche
format unl ess anot her output nediumis specified and justified in the
request.

3. If information not pertaining to the Marine is found in the OWF during
the audit, the Marine should request renoval of the docunents by subnmitting
a witten request to the CMC ( MVSB-10) .

4. Marines may petition the Board for Correction of Naval.
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Records (BCNR) to renove docunents on file in the OWF which they consider
adverse, unjust, inaccurate, or not in conpliance with Chapter 5, or the
policies and procedures contained in other Marine Corps directives.

Petitions to the BCNR nust be initiated by the individual using DO Form 149
(Application for Correction of MIlitary Records Under the Provisions of Title
10 U. S. Code, Section 1552). Conpletion of the formis self-explanatory;
however, the petition nust include all supporting docunentary evi dence
pertaining to the inaccuracy or injustice.

5. MCO P1610.7 and MCO 1610.11 provi de procedures for correcting or
appeal i ng performance eval uations (fitness reports) appearing on the OWF

6. Fitness Report Audit Program (FRAP). MCO P1610.7 establishes policy and
procedures for the FRAP and provides admi nistrative instructions for the
audit and correction of individual performance records. Annually, sergeants
and above are mailed their Master Brief Sheet (MBS) based on the last digit
of their SSN

1002. USE OF M CROFICHE | N LEGAL FORUMS

1. 28 U S.C. 1732 authorizes the use of the mcrofiche OWF at all courts of



the United States provided it is produced in the ordinary course of business.
There is no | egal objection to the use of microfiche at a court-marti al
However, several practical considerations nust be addressed. |If the
mcrofiche is admtted into evidence w thout objection, the finder of fact,
be it mlitary judge or nmenbers, nmust have a microfiche reader to consider
such evidence in deliberating on the sentence. Mich of the information
contained on the mcrofiche could be stipulated to by counsel, but neither
side is under obligation to do so. |If there is objection to infornation
contained in the OMPF, the mlitary judge and counsel require the capability
to sinultaneously view the mcrofiche. Then, upon sustaining an objection
the mlitary judge would be required to mask either the entire docunment or a
single entry on a certain page before this evidence could be presented to a
court consisting of nmenbers. The post-trial review process also woul d
require mcrofiche readers if only the mcrofiche is attached to the tria
record. Applicable regulations require three copies of the record of tria
for a special court-nmartial and five copies for a general court-martial. To
satisfy this requirenent, identify the
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required total nunber of mcrofiche copies upon initial request of the OWF
fromthe CMC (MVSB-10).

2. The practicalities of the nmilitary justice system suggest m crofiche
cannot take the place of paper docunments in every case. In light of this, a
reproduction capability nmust be available to field commands. As a m ni mum
maj or field commands, possibly at the general court-martial convening
authority level, should maintain a viewer/printer for reproduction
capability. The reconversion to paper should be strictly limted to only
those docunents that require a paper copy as determ ned by counsel, mlitary
judge, staff judge advocate, or other conpetent authority.

3. In view of the above, conmands requesti ng OVMPF docunents/information for
mlitary justice purposes will indicate whether they need paper docunents or
can accept/utilize mcrofiche copies. |Isolated, detached, and depl oyed
conmands with the ability to convene and conduct courts-martial, but |acking
m crofiche-to-paper conversion facilities, will specify paper docunents.

In those instances where paper copy is requested, only one copy of each
docunent/record requested will be generated. Additional copies are the
responsi bility of the requesti ng command.
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TABLE 1-5
HEALTH FOLDER

The Health Folder is a part of the OWF only for Marines who have been

di scharged, retired, or died prior to 1994. Personnel presently in the OWF
Upon di scharge, retirenment, or death, the health files containing nmedical/
dental information that were maintained in the field are forwarded to the
Department of Veterans Affairs, Service Medical Records Center, St. Louis,
MO. Health files for Marines released fromactive duty with renmaining
MIlitary Support Center (MCRSC) until the Marine di scharged.

FORMS CONTAI NED HEALTH FOLDER
FORM NAME FORM NUMBER  ENGLI SH DESCRI PTI ON

DD 2005 Privacy Act Statenent for Health Care
NAVVMED 6150/ 4 Abstract of Service and Medical History



NAVVED 6150/ 2 Speci al Duty Medical Abstract (Front and Back)

SF 88 Report of Medical Exanmi nation (Front and Back)
SF 88 Report of Aviation Candi date Medi cal Exami nation
(Front and Back)
SF 88 Report of Aviation Annual Medical Exam nation
(Front and Back)
SF 93 Report of Medical History (Front and Back)
SF 539 Abbrevi at ed Medi cal History
SF 600 Chronol ogi cal Record of Medical Care (Front and
Back)
SF 600 Speci al - Bl ood G oupi ng and Typi ng Record
SF 601 I muni zati on Record (Front and Back)
SF 602 Syphilis Record (Front and Back)
SF 603 Heal th Record Denta
SF 603- A Heal th Record Dental --Continuation
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CHAPTER 2
PERSONNEL | DENTI FI CATI ON | NFORMATI ON
2000. NAME

1. A Marine's nane is the first and nost commonly used nethod of
identification. It is recorded on all the Marine's identification and
service records, and on all correspondence regarding the Marine. Extrene
care nust be taken to ensure that the name and signature are correctly

pl aced on all records.

2. For purposes of name and signature entries in official records, a nanme is
conprised of a first name, mddle nanme or initial (if the Marine has one),



and a surnane (last nane). The word "junior"” or "senior," or Roman nunerals
I, Il, 111, etc., are as nuch a part of the Marine's nanme as are the first or
| ast name. For exanple: if the format for the name is first name, nmiddle
initial, last name, enter "John A. Marine Jr."; if the format for the nane is
| ast nane first, enter "Marine, Mary S.".

a. Wien the first nanme consists of a single letter only, and the first
name is required in the entry, followthe initial with a period.

b. When the niddle name consists of a single letter only, and a ful
m ddle name is required in the entry, followthe initial with a period.

c. If the docunment requires only a first and/or mddle initial, always
followthe initial(s) with a period.

d. When the Marine has nore than one mddle name, or a mddle initia
reflected on the enlistnent/reenlistnent docunment or appointnment acceptance
and record, and the entry requires inclusion of mddl e name(s) or initial(s),
enter all mddle nanmes and/or initials.

e. \Wen there is no mddle name or initial, nmake no entry.

3. Use the followi ng instructions to change/correct a name or nane suffix
on official records after it has been officially recorded:
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a. The source docunent for verification of name (and nane suffix, if
applicable) is the enlistnent/reenlistnment docunent, record of induction, or
appoi nt nent acceptance and record. Wen it has been determ ned from one of
these docunents that a Marine's nanme/ nane suffix has been erroneously
recorded on records, the reporting unit nust report a correction by unit
diary entry per MCO P1080. 40, MCTFSPRI M

b. An official change of nane is considered only at the request of the
Marine concerned. The request should be subnmitted to the commandi ng officer
with supporting docunmentation, e.g. a court order, marriage certificate,

di vorce decree, or birth certificate (in the case of a Marine who nanes a
child "junior"), or other evidence which is accepted as authority for |ega
change. The name change nust be reported by unit diary entry and
successfully posted in MCTFS.

(1) Upon nmarriage, a female Marine may have her surnane changed by
submtting a copy of the marriage docunent as supporting evidence. 1In this
regard, a woman has the option of using her mai den nane as a mi ddl e nane when
requesting an official change of nanme. Upon divorce, a woman Marine may
resunme her maiden nanme as her official nanme only if the divorce decree so
stipulates. The divorce |laws of each state require this stipulation as part
of the decree.

(2) To effect a change of nane, nale Marines nust petition a court
of conpetent jurisdiction to obtain the necessary court docunments. Once
obt ai ned, the Marine may request that the official service records be changed
accordingly. Use the procedure described above when naki ng requests. Ensure



that each Marine concerned executes the Social Security Administration Form
SS-5 whenever a change of nane or date of birth occurs.

c. Except in cases where official records do not reflect the Marine's
true name during the period of mlitary service, the records of Marines who
have been conpletely separated fromthe Marine Corps and/or Marine Corps
Reserve will not be nodified to reflect an official change of nane.

2001. | DENTI FI CATI ON NUMBER
1. On 1 January 1972, the Marine Corps began using the SSN as the officia
identification nunber. This identification nunber
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is recorded on all forms, correspondence, docunents, and official records
whi ch previously required a mlitary service number.

2. Since the SSN is essential for personnel identification in the Marine
Corps Total Force System (MCTFS), an applicant nust have a SSN prior to being
accepted for conmm ssion or enlistnment in the Mari ne Corps or Marine Corps
Reserve.

3. Wien an individual clainms prior Marine Corps service, but possesses ho
docunentary proof, request verification fromthe CMC (MVSB-10). Include in
the request the individual Marine's full nanme, SSN, date and place of birth,
date and place of last enlistnment/comnr ssion, and date and place of | ast

di scharge. |If the commencenent of prior service occurred before 1 January
1972, include the individual's mlitary service nunber.

2002. PHOTOGRAPHS

1. Oficial photographs are a command responsibility and are required of
Mari nes per the follow ng matrix:

OFFI Cl AL PHOTOGRAPH MATRI X

2002 | RAM

a. It is inperative that required photographs be forwarded to the CMC
(MWR) in sufficient tinme to arrive not later than the convening date of the
sel ection board by which the Marine is being considered.

b. For Marines in a conbat area or designated hostile fire zone, the
phot ograph requirenment is waived.

2. The uniformfor official photographs is listed bel ow

a. Mle Oficer and Enlisted Personne



| Uniform | Shirt | Trousers | Ribbons |
| Service "C' | Khaki with | Green | Yes |
| without | short | Pol y/ Wol | |
| cover | sleeve * | | |
| | | | |

* Wearing of an undershirt (T-shirt is at the individual's
option per current uniformregul ations.

b. Female Oficer and Enlisted Personne

| Uniform | Shirt | Skirt | Ri bbons |
| Service "C | Khaki with | Green | Yes |
| without | short | Pol y/ Wol | |
| cover | sleeve * | | |
I I I I I

Pregnant Mari nes have the option of wearing the Service "C'
or maternity uniform

c. The wearing of an inconspicuous wist watch and/or ring(s) is
aut horized. Eyegl asses, when worn, will be conservative in appearance. The
wearing of earrings by fenmale Marines is at the individual's option per
current uni formregul ati ons.
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3. Phot ograph specifications:

a. Prepare one Pol aroid-type picture (Type 107 or equival ent) or
digital, three-quarter view, displaying the standing individual in the
prescribed uniform with left shoulder forward. The inmage of the Marine
wi |l measure between 3-1/4" and 3-1/2" in |ength.

b. Photographer to use plain, 1light-colored background. Do not use
curtains and/or carpets as background in the finished print.

c. Arrange lighting to avoid background shadows and to produce a |ight
gray to white background in the finished print

d. Create a title board (2-inch high letters, if available) containing
the Marine's last name, first nane and middle initial(s), name suffix, rank
primary MOS, conplete SSN, height (inches)/weight and date photograph was
taken (in year, nonth and day sequence). Place at or near the Marine's feet
so that it is legible in the photograph. Ensure the identifying data is
clearly readable in the finished print. Exanple:

LEATHERNECK J P |
SSGT 0193 |
123 45 9876 |
73 182 |



| 960601 |
| |

e. Securely mount the photograph on an 8 1/2 x 11-inch sheet of white
bond paper. Type the follow ng infornmation bel ow the photograph: Current
MCC/ RUC (for USMCR indicate SMCR RUC only), current DSN or conmerci al
t el ephone nunber, conponent designation; i.e., USMC, USMCR (SMCR or IRR (as
applicable)), or for USMCR on active duty with Active Reserve (AR) program
(USMCR-AR). For all USMC officers indicate the conpetitive category

designation; i.e. unrestricted (UNR), limted duty officer (LDO or warrant
of ficer (WD .
2-7
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Exanpl e:

| 0-8/54026 | | 04801 |

| DSN 224-1971 | | (301) 981-5829

| USMC UNR | | USMCR- SMCR/ | RR/ AR

| | | |

f. \Wien a command training and audi ovi sual support facility (TAVSF) or
an alternate photographic support facility is available, use those facilities
to the maxi mum extent possible to produce official photographs which conply
with the requirenents specified above.

g. Digital Photographs. Marines stationed at installations that only
provi de digital photographs with a blue-gray background are authorized to
submt this type of pronotion photograph subject to the specifications
provi ded in paragraphs 2002. 3a through e above.

h. Marines authorized an alternate wei ght standard, per MCO 6100. 10,
will include a copy of the witten authorization as an attachment to the
phot ogr aph.

i. Awitten description of the Marine's personal appearance is
subm tted when an official photograph cannot be produced. The comuander will
include in this description, remarks concerning hei ght and wei ght, posture,
groom ng and appearance in uniform Include all identifying data normally
required for official photographs; i.e., name, grade, MOS, conpetitive
category designation for officers, and SSN in the description provided to
the CMC (MWR). For officer pronotion selection boards, only the eligible
of ficer may submit documentation regarding their height and wei ght.
Conmanders nmay still subnmit docunentation of the officers' height and weight,
but it nust be subnmitted via the eligible officer for their endorsenent per
current |laws and regul ations.

4. Ml photographs to the CMC (MWR) without a letter of transnittal

Where possible, use bulk mail procedures in forwardi ng photographs or witten
descriptions. Label envel opes or containers as "PHOTOGRAPHS- DO NOT BEND".
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CHAPTER 3

OFFI CER' S QUALI FI CATI ON RECORD ( OQR)

3000. | NTRODUCTI ON

1. Every officer, Regular and Reserve, will have an OQR.  Properly

mai nt ai ned, the record presents a cunul ati ve and conci se summary of basic
events in the officer's career fromthe tinme of acceptance of appointnment to
separation. The OQR al so serves as the basis for reporting information into
the MCTFS and provi des commanders with background information to assist them
in officer personnel planning and assignnent.



2. The OQR is considered confidential in nature; therefore, divulge no
information fromit, except to persons properly and directly concerned in the
performance of their assigned duties. Chapter 12 of MCO P5211. 2A provi des
gui delines for rel ease of personal information. Refer questionable requests
to the commander for decision. The OQR nust be returned to the personne
office or sufficiently safeguarded at the end of each workday to ensure
accountability.

3001. GENERAL | NSTRUCTI ONS ON THE CARE AND MAI NTENANCE OF THE OQR

1. Responsibility. Responsibility for the care and mai nt enance, i ncl uding
openi ng and assenbly, custody, tinely forwardi ng, nmeking entries, closing,
etc., rests with the commander. Although the commander may appoint a
custodian to performthese functions, the commander cannot del egate the
responsibility. The follow ng general instructions apply to the care and
mai nt enance of the OQR.

2. Assenbly and Recording
a. The OQR is conmposed of a cover, standard pages, and pertinent

docunents. \When space on a standard page or any of its sections is
exhausted, note at the bottom of the page "continued on suppl enental page."

You may abbreviate this annotation; e.g., "Contd on Supp Pg." Line out the
unused portions of the page to preclude further entries after opening the
suppl enental page. Insert an additional page and |abel it with an al pha-

nuneri c page
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nunber at the bottomcenter; e.g., "(3)a," "(8a)a," etc., as supplenental
Enter the al pha-nuneric notation on additional (supplenmental) pages in either
upper or |lower case letters. Place the supplenental page(s) behind the

cl osed-out pages in the appropriate sequence. Enter the last nane, first
nane, and mddle initial(s) at the bottom of each page. Enter the name using
one of the followi ng options: 1) natural capitalization; 2) last nane all
upper case only; or, 3) entire name in upper case. Enter the SSNin the
space provided for service nunber. The SSN format prescribed for officia
correspondence is appropriate; e.g., 123 45 6789. Conputer generated OQR
pages will contain the full nane in capital letters and the SSN in the space
provi ded.

b. [Insert standard pages in the OQR Cover (NAVMC 123a), beginning with
NAVMC 763, Appoi ntment Acceptance and Record as the top document on the right
side and followed in order by the standard pages listed below. It should be
noted that sonme of the standard pages may have originated fromthe officer's
prior enlisted record and be brought forward as part of a continuing record
upon acceptance of conm ssion (see paragraph 4001.2d(2)).

(1) NAVMC 118(3) (Rev. 5-74), Chronol ogical Record

(2) NAVMC 118(8A) (Rev. 3-77), Mlitary and Civilian occupationa
Speci al ti es, Education Courses, Technical Training Tests Conpl eted.



(3) NAVMC 118(9) (Rev. 7-86), Conbat History -- Expeditions -- Awards
Record.

(4) NAVMC 118(11) (Rev. 3-82), Administrative Renarks.

(5) Conputer-generated Record of Energency Data (RED) (NAVMC 10526/ DD
Form 93 or locally produced form (Reserve or officer candidate) are
acceptable until accession into MCTFS.)

(6) SGLV - 8286, Servicenen's Goup Life Insurance Election (see MCO
P1741. 8) .

3. Docunents. The docunent side of the OQR is provided for inserting sone
standard pages fromthe enlisted service record and vari ous docunents
regarding the Marine that should be nade a permanent part of the officia
record. Only file information that is relevant and necessary to acconplish
a purpose required
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by statute, Executive order, Marine Corps order, or other directive of higher
headquarters. Do not use the OQR as a catchall. Docunents of tenporary

val ue, which are not specifically required to be filed in the OQR, shal

be filed in the unit's correspondence files; do not file themin the OQR.
Insert the followi ng documents, if applicable. The following listing is
provided in a suggested tiling sequence. There is no mandatory sequence

for filing docunments in the OQR.

a. NAVPERS 5510/1, Record of Personnel Reliability Program \Wen an
officer is involved in the Personnel Reliability Program (PRP), file the
NAVPERS 5510/ 1 as the top docunent.

b. Leave and Earnings Statenent (LES) DFAS-KC 7220/39 (Rev. 1/91).
Except as noted in subparagraph 3001.3a, file the commandi ng officer's copy
of the LES in chronol ogi cal sequence (npbst recent on top) as the top
docunent (s) on the docunment side of the Marine's OQR until the annual LES
audit. Instructions for preparation, maintenance, and disposition of the
LES are contained in MCO P1080.40, MCTFSPRI M

c. File copies of docunents authorizing | eave/ delay (including PCS
orders, all types of TAD orders, NAVMC 3, and foreign | eave authorizations)
on the docunent side of the OQR until the appropriate |eave period appears
on the nonthly LES. Upon verification of |eave period renove the docunents.
(Do not place original orders and/or original |eave authorizations in the
OQR. File original |eave authorizations in the commnd's correspondence
files per MCO P1050. 3.)

d. Basic Individual Record/Basic Training Record (BIR BTR). The join or
periodic audit copy with signatures will be filed in the OQR.  Printing and
filing a corrected copy is only required upon depl oynment.

e. NAVPERS 5510/ 3, PRP Screening and Eval uati on Record.



f. DD Form 1561. Statenment to Substantiate Paynment of Fanily Separation
Al'l owance (FSA). Retain until termnation of the FSA is posted on the LES.

g. |IRS Form W4, Enployee's Wthholding Al owance Certificate. (Federa
and State)
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h. IRS Form W5, Earned Income Credit Advance Payment Certificate, for
eligible Mari nes who have filed for and are receiving earned incone credit.

i. DD Form 2058 and 2058-1, if required, State of Legal Residence
Certificate. Upon execution of the DD Form 2058-1, ensure that a separate
IRS Form W4 is conpleted for state (see MCO P1080. 40, MCTFSPRIM par. 5059).

j - NAVMC 10922. Dependency Application. File the |atest application(s)
approved by the commander or approved/di sapproved by the CMC (VHP-20).
(Refer to MCO P1751.3.)

k. NAVMC 11051, Assignnent to Governnent Quarters (See MCO P11000.22) or
the appropriate formused by the Arny, Navy, or Air Force. Renpve upon
conpl etion of the annual LES audit follow ng term nation of assignnent to
government quarters.

I. Special Power of Attorney concerning child care plans for dual -
service parents and single parents having custody of their children

m DD Form 1407, Dependent Medical Care and DD 1173 Statenent (only on
separation or retirenent).

n. DD Form 2494, Uniformed Services Active Duty Dependents Denta
I nsurance Plan Enrol |l nent El ection.

o. DD Form 2057, Contributory Educational Assistance Program ( VEAP) -
St at ement of Under st andi ng.

p. DD Form 2384, Sel ected Reserve Educati onal Assistance Program
(G Bill), Notice of Eligibility. Retained on all personnel eligible for
enroll ment in the program
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g. DD Form 2366, Montgonmery G Bill Act of 1984 (MAB) - Statenent of
Understanding. Retain on all personnel whether enrolled in or disenrolled

fromthe program

r. VA Form 21-8951, Benefits/waiver Certification (Reserve officers
only). (See MCO P1080.40, MCTFSPRI M)

s. Docunents supporting paynent of allowances which are consi dered
necessary by the conmander.



t. DD Form 802, Request for Certification of Eligibility (FHA) Loan.

u. DD Form 1966, Application for Enlistnent - Arned Forces of the
United States.

v. NAVMC 763, Appointnent Acceptance and Record (OQR) copy fromthe
of ficer's previous appoi ntnent.

w. DD Form 4, Enlistnent/Reenlistment Document - Arned Forces of the
United States and any extension agreenment (NAVMC 321a) thereto (officer
candi dates, WO, LDO, ECP;s, etc.).

Xx. DD Form 214, Certificate of Release or Discharge From Active Duty.

y. DD Form 398, Personnel Security Questionnaire (nobst recent copy
retained as long as mlitary status is nmaintained to expedite future
updates). DD Form 398 will be replaced by SF Form 86 upon updating of
i nformati on noted thereon and renoved.

z. SF Form 86, Questionnaire for National Security Positions (nost
recent copy retained as long as mlitary status is nmaintained to expedite
future update).

aa. DD Form 1879. Request for Personnel Security Investigation.
(Duplicate copy, plus any supporting docunents. Retain until security
clearance is granted or denied.) (See MCO 5521.3.)

bb. OPNAV Form 5511/ 14, Security Term nation Statenent.
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cc. Individual Deploynent Record (IDR). Accumul ated depl oyed and
career sea duty tine are reportable items in the MCTFS. Manual update of the
IDR currently in the OQR is no |longer required. The manually prepared |DR(S)
on file in the OQRis a permanent record and will remain in the OQR unti
di scharge or retirenment. There is no requirenment to maintain a printed copy
of the MCTFS information in the OQR (see note 7, table 4-1). Refer to MCO
P1080. 40 for MCTFS | DR/ career sea duty tinme auditing requirenents. (Not
applicable to the Ready Reserve except for SMCR/'IRR Marines with prior Marine
Corps active service where accurul ated depl oyed tinme/career sea duty tine
accrued.)

dd. Annual Retirenent Credit Report (ARCR) and Career Retirenment Credit
Report (CRCR). File the original signed copies of the ARCR and CRCR. Upon
conpl eti on of the next anniversary audit, renove the previous year's ARCR and
CRCR and replace with the ARCR and CRCR containing the nost current
informati on. The CRCR prepared and filed between June 1992 and October 1992,
as directed by HQMC, upon which the Marine certifies the accuracy of
previously reported Reserve retirenent credit points, will not be renoved
fromthe record. This certified CRCR is a permanent historical docunent.
Refer to MCTFSPRIM for unit diary reporting requirenents.

ee. NAVMC 798. Reserve Retirement Credit Report (RRCR) Conpletion and



subm ssion of the NAVMC 798 is no |longer required as the primary nmeans of
reporting Reserve retirenment points. Al NAVMC 798's on file in the OCR are
per manent records. See paragraph 30C1.3ff concerning requirenents to file
the ARCR and CRCR

ff. Individual Drill Attendance and Retirenent Transaction Card (| DART-
NAVMC 907A) (Reserve personnel only). There is no requirenent to maintain
entries on the card. |DART cards on file in the OCR are pernmanent records.

gg. Copy of orders to EAD and AR, including all endorsenments (excluding
orders and endorsements relating to annual training (AT)). Retain EAD and
AR orders until the first anniversary audit follow ng the Marine's rel ease
fromactive duty.

hh. Release from active duty orders.

ii. CMCletters directing transfer to the Inactive Status List, Standby
Reserve.
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ji.- A witten explanation of the eligibility requirenents for VA denta
treatment, signed by the Marine or by the commanding officer if the Marine
refuses to sign. (Applies to Mari nes who serve on active duty not |ess than
180 days.)

kk. Decision/authorization letter from physician in the case of
i ncapacitated children (active duty records only).

I1. Letter authorizing alternate weight standards. Retain on file as
|l ong as waiver renmains valid. (Refer to MCO 6100. 10.)

mm  Preseparation Counseling Acknow edgnent. Conpleted at tinme of
separation and filed in the OQR for permanent retention.

nn. Marine's witten rebuttal statenent concerning a derogatory
adm ni strative remarks page entry.

00. Standard pages of the OQR which have been superseded/cancel ed and
pl aced on the docunent side of the OQR by previous editions of this Manual

pp. NAVMC 118(6), Wapons Firing Record; Conpetitive Marksmanship

qq. Duplicate originals or certified copies of general and specia
courts-martial promul gating orders per JAGQ NST 5800.7, JAGVAN.

rr. OPNAV Form 5211/9, Record of Disclosure - Privacy Act of 1974.

ss. NAVMC 11000, Privacy Act Statenent for Marine Corps Personnel and
Pay Record.

tt. Any other docunent(s) required by current regul ati ons or considered
necessary by the conmander.



uu. Certified copy of separation physical (nedical and dental).
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4., Lost or Mssing Oficer Qualification Records. In cases where an OQR
is lost or mssing, the commander will:
a. Prepare a tenporary OQR Insert those pages needed to record the

standard identifying data (nane, grade, SSN, MOS, Conponent), present duties,
and ot her entries concerning changes which are nornmally recorded. Place the
word "Tenporary" on the cover and at the bottom of each page.

b. If a BIRRBTR is not available, print one fromthe MCTFS to assist in
establishing the tenporary record.

c. Mke every effort to find the original OQR. If the officer was
joined without an OQR, check the command from which transferred and al
commands to which the officer reported enroute. |In the case of officers
transferred froma conbat zone, follow the procedures contained in paragraph
4002. 2.

d. Wien the OQR has been missing for nore than 90 days, or the steps
descri bed in paragraph 4002.1 have been unsuccessful, request avail abl e OQR
information fromthe CMC (MVSB-10). |In this request, describe what steps
were taken to recover the original OQR and the results.

e. If the mssing OQRis found, transfer to it, fromthe tenporary
record, current additional pages or information and destroy the renmai nder
of the tenporary OQR. When pages are transferred, |ine out the word
"Tenporary."

5. Closing and Distribution of OQR and Heal th Records

a. Oficers may deliver their own OQR and health records to the
designated duty station when ordered to that duty station on PCS or for TDY
or TAD of 30 days or more. As part of the check-in process, the medical and
dental records are delivered to the nearest nedical and dental facility
responsi ble for providing treatment to the officer 5 unit. Medical and
dental records shall be held and mai ntai ned by the nedical and denta
facilities. Wen a dental facility is not in the geographic area of the
officer's unit, the dental records shall be held and maintai ned as part of
the nedical record. |In case it is not practical for the officer to nake
delivery, forward the OQR by
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mail so that it will arrive at the designated duty station about the sane
time as the officer (see paragraph 4001.5 for mailing instructions). Upon
conpl etion of TDY or TAD, officers will personally return their records to

their permanent duty station. Exception: The records of an officer carried
on the rolls of the Marine Security Guard Battalion, who is assigned duty



with the State Departnent, National Security Agency, or similar activities
will not be forwarded to the designated duty station to which the officer is
ordered for TAD for 30 days or nore. See table 4-1, note 3.

b. Wen an officer is discharged, disnm ssed, retired, or resigns from
the service, close out the OQR by meki ng appropriate entries on the
"Chronol ogical Record." Forward the closed-out OQR to the CMC ( MVSB-20),
Suite 114, 2008 Elliot Road, Quantico, VA 22134-5030 and health record (al ong
with a reproduced copy of Copy #2 of the DD 214) to DVA, SMRC, P.QO Box
150950, St. Louis, MO 63115-8960

c. \Wen an officer is discovered to be missing, the unit has 10 days in
whi ch to conduct an investigation into the circunstances of the di sappearance
and to declare the Marine missing, mssing in action, or captured. Per MO
P3040. 4 ( MARCORCASPROCMAN), the Duty Status Wereabouts Unknown ( DUSTWUN)
casualty status applies during this period. Upon assignnent of the m ssing,
m ssing in action, or captured casualty status, transfer the officer by
service record to HQVC, Washi ngton, DC (MCC 010, RUC 54003), and forward the
OQR and health/dental records to the CMC (MR), Headquarters, U.S. Marine
Cor ps, Washington, D.C. 20380 by the npost expeditious nmeans possible.

d. When an officer dies, immediately FAX (DSN 426-2072, Com (703)
426-2072) a copy of the nobst recent SGLI election formand RED to the CMC
(MR). Wthin 48 hours of the death, close out the OQR and heal th/denta
records, and send them by the npst expeditious nmeans possible to the CMC
(MR). Clearly mark on the envel ope "DECEDENT RECORDS FOR MR'. \When the
deat h occurs outside CONUS or onboard ship, service records will be placed in
the transfer case with the remains to ensure tinely arrival in CONUS.

e. Wien a Reserve officer is released fromactive duty, the commander
shall forward the OQR to CC, MCRSC and the health record to DVA, SMRC

3-11
3001 | RAM

f. \When an officer undergoes a change in status which does not result
in a permanent severance fromthe Marine Corps, the following will apply:

(1) When a permanent warrant officer accepts a tenporary conmm ssion
or a Reserve officer accepts a pernmanent appointnment in the Regular Mrine
Corps, retain the OQR. Mve the old NAVMC 763 to the docunent side of the
record. Place the new NAVMC 763 as the top docunent on the standard side.

(2) When an officer of the Regular Marine Corps resigns and
i medi ately accepts a commission in the Marine Corps Reserve and is rel eased
to inactive duty, nove the old NAVMC 763 to the docunent side of the record,
and place the new NAVMC 763 (Copy 1 (OQR)) as the top docunent on the
standard side. Distribute the remining copies of the new NAVMC 763 per
par agr aph 3003.4c. The commander will then forward the OQR to the CG MCRSC
and the health record(s) to the DVA, SMRC.

g. Instructions for the transfer of records in each case are provided in
table 4-1, chapter 4. Ensure that records are transmitted in a tinely
fashi on, and are properly packaged and addressed per the applicable notes for
table 4-1.



h. Wen an officer reverts to enlisted status, dismantle the OQR
Extract and file all documents applicable to the enlisted record (see
paragraph 4001.2c) on the left side of the newy created SRB. Deliver to the
Marine those docunents not requiring transfer. Prepare and file standard
pages that are required in the SRB. Certain standard pages of the OQR are
extracted and transferred to the right side of the new SRB to becone a part
of the continuing enlisted record. Extract and transfer or dispose of the
st andard pages of the OQR as shown bel ow

(1) (NAVMC 123a) Cover - destroy.

(2) (NAVMC 763) Appoi ntment Acceptance and Record - file on the
docunent side of the SRB

(3) (NAVMC 118(3)) Chronological Record - file as page 3 of the new
SRB. Place any NAVMC 123(2) which has a previously recorded entry on top of
the NAVMC 118 (3).
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(4) (NAVMC [18(8a)) MIlitary and Civilian QOccupational Specialties,
Educati on Courses, Technical Training and Tests Conpleted - file as page 8a
of the new SRB

(5) (NAVMC 118(9)) Combat History--Expeditions--Awards Record - file
as page 9 of the new SRB

(6) (NAVMC 118(11)) Adm nistrative Remarks - file as page 11 of the
new SRB

(7) Record of Emergency Data - file on the right side of the SRB
If information on the formis changed, report corrections per MCO P1080. 40,
MCTFSPRI M as appropri ate.

(8) (SCGLV - 8286) Servicemen's Group Life Insurance Election (2d
page) - transfer to the new SRB, unless Marine opts to change beneficiaries.
It a newformis created, distribute copies per MCO P1741. 8.

6. Custody. G ant access only to the Marine or those persons officially
working with the OQR. Oficers may exami ne their OQR whenever they desire
to do so.

7. Making Entries (General). Make all entries with a typewiter or word
processor, if possible. Use of the self-correcting typewiter is pernmtted
in making OQR entries provided the finished entry is clear, neat, and does
not appear as an unauthorized/indistinct entry alteration. |f not possible
to use a typewiter, print entries neatly in black ink.

a. Use a black ribbon for all electronically created entries and use
bl ack ink for all rubber stanp and handwitten entries. Signatures nust be
made in the Marine's handwiting.

b. Rubber stanps may be used.



c. FErasures, strikeovers, and/or any type of correction fluids or ink
eradi cators are prohibited.

d. Methods of Correction. Unless specific instructions state otherw se,
make aut hori zed changes and corrections per the appropriate nethod shown
bel ow. See paragraph 5000.7 for other administrative action required
whenever errors are discovered during periodic audits. Initial or sign
changes/ corrections as provided in paragraph 3001. 7h.
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(1) By Pen Change. Draw a thin-inked Iine (using black ink) through
the character(s)/nuneral (s)/word(s) to be changed or corrected, and enter the
change or correction directly above or below the original information.

(2) By Counterentry. This type of correction is used to delete an
entire entry as erroneous. Draw a thin-inked line through the entry to be
del et ed.

(3) By Modifying Entry. In this case, reference the previous
entry(ies) being nodified. (Exanple: "Refer to 3d entry this page.")
Make this entry in the sane general formas the original but include the
corrections, additions, or nodifications necessary to record the true facts.
Draw a thin-inked line through the original entry before the nodification is
made.

e. Use authorized abbreviations or acronynms whenever practicable.

f. Unless specific instructions state otherwi se, enter dates in
nunerical form by year, nmonth, day. Each conponent of the date will consi st
of two digits. Prefix single digits with a zero; e.g., enter 9 June 1968 as
680609. When only year and nonth are known, record 680600. |If only the year
is known record 680000.

g. Late Entries. See paragraph 5000. 8.

h. Signatures. Unless instructions for individual entries state
ot herwi se, authenticate entries per the follow ng:

(1) Afacsinle signature of the CG MCSRC or an officer duly
desi gnated nmay be used to authenticate entries nmade for the IRR, provided the
entries are of recordkeeping nature and do not require an opinion or decision
by the commander regarding the content of the entries.

(2) Regular and SMCR units are authorized to use a facsinle
signature to authenticate entries of a recordkeeping nature. For purposes of
clarity, recordkeeping entries do not include entries that require an opinion
or judgnent of the commander, or any other entries, docunents, forns, or
entries specifically requiring the signature of the commander. Facsimle
aut horizations for comm ssioned and warrant officers nust be
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be designated in witing by the conmmandi ng of fi cer and nust include any
limts inposed.

(3) Facsinmle signatures shall be validated by the handwitten
initials of the designated officer. Facsinle stanps nust be properly
saf eguarded and used only for the purpose for which authorized. (See MCO
P5000. 14)

(4) A civil service enpl oyee whose position description states
recor dkeepi ng/ mai nt enance responsibilities may authenticate OQR entries
if designated in writing.

(5) Except as authorized above, the commander, the acting commander
in the commander's absence, or a conm ssioned officer, warrant officer, or
SNCO designated in witing will authenticate entries.

(6) At their discretion, SMCR conmanders may grant the |nspector-
Instructor of an SMCR unit or active duty commandi ng officer, in the case
of 4th MAWSMCR units, by direction authority to sign OQR entries of a
recordkeepi ng nature on nmenbers of the SMCR unit. By direction authority
shoul d not include entries which require the opinion or decision of the SMCR
commander or entries specifically requiring the SMCR conmander's signature.
I ndicate signature entries by the Inspector-Instructor or active duty
commander as "Bydir" rather than "I-1" or "Co."

i. Wen two or nore successive entries requiring a signature are nade
at one tinme, the signature may be placed opposite the last entry and the
remai ni ng signature space crossed out by a diagonal I|ine.

3002. COVER -- OFFICER S QUALI FI CATTON RECORD ( NAVMC 123A) Prepare an OQR
cover for every officer record. Type or hand-print in permanent-type bl ack
ink the officer's name (last name, first name, and mddle initial foll owed
by such titles as "Jr.," "Sr.," or Roman nunerals ie "IIl,"” "11I," etc.) and
SSN in the space provided. Wien the first and mddl e name consist of two
initials, place the first initial in the "first name" portion of the cover,
and the second initial in the "m ddl e name" portion of the cover. Foll ow
both initials by a period. Reporting units
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may affix a white gumed-| abel produced through the Commander's Unit Diary
Data Base retrieval system (Marine |Integrated Personnel System (MPS)) or
word processing systemw th |abel producing capabilities. Gummed-|abels wil
contain only the identifying information indicated above. Any additiona
information is prohibited. Wen the |label is used, affix it in the space
provi ded for the last name. Insert authorized standard pages (see paragraph
3001.2b) on the right side of the cover. File any other matter authorized
for filing in the OQR as a document on the left side.



3003. APPO NTMENT ACCEPTANCE AND RECORD ( NAVMC 763) (REV. 1-91)

1. Complete a United States Marine Corps Appointnment Acceptance and Record
(NAVMC 763 (Rev. 1-91)) for each appointee who accepts initial appointnent
to warrant/conm ssioned grade, and for each warrant/conmm ssioned officer
who effects a status change in the Marine Corps or Marine Corps Reserve.

2. The follow ng procedures apply in admninistering the appointnent:

a. The CMC (MCRC) will send the partially conpleted NAVMC 763, in
quadruplicate, to the individual's commander or to an organi zati on desi gnated
to adm ni ster the appointnment, as an enclosure to the letter transmtting the
appoi nt nent .

b. Upon receipt of the NAVMC 763, the commander will:

(1) If not already done, conplete fromlocal records and by
interview, the following items on the original and all copies per paragraph
3003. 3

(a) Item 14. Religion.

(b) Item 14A. Religion Code.

(c) Item21D. Date of Discharge.

(d) Item22. Admnistration of Gath.

(e) EFF DATE. Use effective date ONLY when directed by the CMC
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(2) Conplete the above itens in an all capitalization and nornal
spacing format to present standardization throughout the form

(3) Pay special attention to the detailed instructions contained in
the letter of transmittal; e.g., unit diary reporting, DD Form 214
requirenents, etc.

(4) When the appointee is not physically present at the organization
the commander will conplete the itens indicated above, except item 22, and
will forward all docunents to the comrander of the unit where the appointee
is physically located to effect the appointnment. The officer effecting the
appointnment will complete item 22 and return all docunents to the
i ndi vi dual's parent commuand.

(5) Upon conpletion of the NAVMC 763, open an OQR, if appropriate,
and conplete the distribution of docunments as specified in paragraph 3003. 4.

(6) While the use of a self-correcting typewiter is an acceptable
met hod of correcting typographical errors nade in the process of entering
information into the OQR, the NAVMC 763 is a self-carbonizing formwhich will
transfer any correction ribbon strikeover attenpts to subsequent pages. Per
par agr aph 3002. 4c, strikeovers are prohibited; as such, the use of a self-



correcting typewiter as a nmethod of making corrections to the NAVMC 763 is
not authori zed.

c. Item 11, Lunp-Sum Leave (LSL) is no longer used. |If this itemis
bl ank on previously issued forns, there is no need to enter this information
or request correction.

3. The followi ng instructions govern conpletion of the itens listed in

par agraph 3003.2b(1). If not already conpleted by HQMC, follow these
instructions explicitly when conpleting the specific itenms. Except for Item
22, record all dates in two-digit year, month, and day sequence separated by
spaces. Precede single digits with a zero. For exanple: "50 01 08" for 8
January 1950.

a. Item1l4 - Religion. Enter the religious preference.

b. Item 14A - Religion Code. Enter the religion code from MCO
P1080. 20, MCTFSCODESMAN
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c. Item21 - Prior Service/ Item 21D - Dates of Discharge. The primary
purpose for entries in this itemis for conputation of creditable service.
Peri ods of service that are not creditable for any purpose (i.e., service as
a cadet or midshipnen while attending a service acadeny or in a ROTC program
will not be reflected on the NAVMC 763. List periods of service that are not
creditable for pay purposes, but may be creditable for other purposes (i.e.

a period in the Delayed Entry Program (DEP) commencing after 1 January 1985),
with a notation that the period is not creditable for pay purposes. Loca
command changes, additions, or deletions in this section are prohibited. Any
information listed under "Prior Service" which is thought to be in error will
be corrected by the CMC (MVBB-10) and will require specific docunentation by
the local conmand to justify any change. The only exception to the above is
if an itemis left blank and separate instructions are given for conpletion
(i.e., Item 21D left blank for date discharged fromlast period of service).
In nost cases, the date of discharge for the last period of service will be
the date prior to the date of acceptance in item 22

d. Item?22 - Adnministration of Oath. After the oath of office has been
gi ven, the appointee will sign full name on the signature |ine of the
original. The NAVMC 763 is printed on self-carbonizing paper that will
enabl e the signature fromthe original to be transferred to all attached
copies. Each copy of the NAVMC 763 will be certified as a true copy by the
appoi ntee's original signature (not the officer adm nistering the oath) in
the certification area provided on the form Special care should be taken
to ensure that a carbonized signature does not appear in the certification
portion of any copy. Type the organization/ |ocation at which the

appointnent is taking place on the line followi ng: "Subscribed and duly
sworn to before ne at unit." For exanple: MCCDC, QUANTICO VA. Enter the
date as 1ST, 2D, 3D, etc., JAN, FEB, MAR, ETC., and 98, 99, etc. The officer
admi nistering the oath will sign the original copy on the line provided. Al

remai ni ng copi es nust bear the carbonized signature of the appointing
officer. The nane, grade, and conponent of the officer adm nistering the
oath will be typed bel ow the signature |ine.



e. EFF DATE - Effective Date. The effective date is used primarily for
reversions and resignations when the officer departs the area and nust sign
item 22 prior to the effective date. 1In every instance in which "effective
date" is used, the CMC (MCRC) will provide specific authority. 1In all other
cases,
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the effective date is the date the NAVMC 763 is signed as entered in item 22,
regardl ess of any date entered in the "effective date" that was entered
Wi t hout proper authority.

4. The commander of the organization designated to adm nister the oath of
office will imrediately nake distribution of the conpleted NAVMC 763, as
fol |l ows:

a. Appointnents of nenbers of the Platoon Leaders Cl ass, Naval Reserve

O ficers Training Corps, and U S. Naval Acadeny. Return the original (OWF),
Copy 1 (OQR), and Copy 2 (PROMBR) to the CMC (MCRC). Deliver Copy 3 (INDIV)
to the appointee for retention. The CMC (MCRC) will forward Copy 1 (OQR) to
the appointee's first duty station. The Conmanding O ficer, Marine Barracks,
Annapolis, MD may retain Copy 1 (OQR) for those newly conmm ssi oned
lieutenants that will be assigned to the Acadeny during the sumer foll ow ng
graduati on.

b. Direct Conm ssioning from Oficer Candi dates School with I mediate
Assignnent to Active Duty. Interservice Transfers/Former Marine O ficer with
| medi ate Assignment to Active Duty, Augnentations, Reversions, SMCR Direct
Conmmi ssi oni ng, MECEP, and Warrant Officer and Limted Duty Officer
Appoi nt nent s.

(1) Oiginal (OWF) and Copy 2 (PROMBR). Forward to the CMC ( MCRC).

(2) Copy 1 (OQR). Insert in the OQR as the top document on the
standard side (see paragraph 3001.5f).

(3) Copy 3 (INDIV). Deliver to the individual.
c. Regular Resignations with Appointrment in the Reserve
(1) Oiginal (OWF) and Copy 2 (PROMBR). Forward to the CMC ( MCRC)
(2) Copy 1 (OQR). Insert in the 00k as the top document on the
standard side and if the officer is to be released fromactive duty, forward

OQR to the CG MCRSC per table 4-1.

(3) Copy 3 (INDIV). Deliver to the individual.
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d. Interservice Transfers/Forner Marine O ficers Wthout Assignnent to
Active Duty and Specialists

(1) Oiginal (OWF) and Copy 2 (PROMBR). Forward to the CMC
(MCRC) .

(2) Copy 1 (OQR). Forward this copy to Commandi ng General, Marine
Cor ps Reserve Support Conmand, 15303 Andrew Road, Kansas City, MO 64147-1207
the sane day the appointnment takes place. Pronpt forwarding of the OQR copy
is essential for accession of the appointee into the MCTFS.

(3) Copy 3 (INDIV). Deliver to the individual

5. Corrections to the NAVMC 763 prior to appointnent. |[|f acconplished prior
to oath of appointnent, the following itens on the NAVMC 763 and on al

copies nmay be corrected at the unit level; itenms 1, 2, 3, 6, 10, 14, 14A, 15,
15A, 21D, and 22. Forward requests for changes to itens other than those
listed above to the CMC (MCRC) in witing. Support requests with appropriate
docunentation; i.e., DD Form 214, enlistment/reenlistment docunent, service
agreenent, etc. A correction acconplished at the unit level will be done by
l[ining out the incorrect information by a thin black ink |ine and typing the
correct informati on above the lined-out information. All items which are
corrected at the unit level will be neatly initialed by the appointee or the
of ficer adm nistering the oath on the original and all copies. Take specia
care to ensure that original initials appear on all copies, not self-

carboni zed reproduced initials. Once an appointnent is accepted, nake al
corrections per paragraph 5000. 7a.

3004. CHRONOLOG CAL RECORD (NAVMC 118(3)). See paragraph 4006 and table 4-3
for preparation and nmai ntenance instructions.

3005. M LITARY AND Cl VI LI AN OCCUPATI ONAL SPECI ALTI ES. EDUCATI ON COURSES.
TECHNI CAL TRAI NI NG AND TESTS COVPLETED (NAVMC 118 (8A)) See paragraph 4008
for preparation and nmai ntenance instructions.

3006. COVBAT HI STORY -- EXPEDI TIONS -- AWARDS RECORD (NAVMC 118 (9)). See
paragraph 4009 for preparation and mai nt enance instructions.
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3007. ADM NI STRATI VE REMARKS (NAVMC 118(11)). Past practices of field
commands to indiscrimnately record mnor infractions, |ocal command data and
requi rements pronpted the decision to linmt entries to an absolute m ni nrum
Revi ew of entry requirenents is a continuing process and as policy

determi nations are made changes to this Manual will be published.

1. Limt administrative remarks to matters form ng an essential and
permanent part of an officer's military history, which are not recorded
el sewhere in the OQR or the MCTFS, and which will be useful to future
conmanders.



2. The following instructions are applicable to entries recorded on this
page:

a. Entries required by other Marine Corps directives, but not included
in this Manual, are unauthorized. Entries required by ALMAR s, and Personne
Admi ni strative Advisories are excluded fromthis restriction.

b. Separate entries by a heavy line. Reduce entries to the briefest
possible formor as provided in the sanples and position themto use the
m ni mum anount of space.

c. The CG MCRSC, is authorized to make those page 11 entries required
to effectively adm nister the records of Reserve Marines.

d. The provisions of paragraph 1000.5c regardi ng adverse matter apply
to the field service record. |f applicable, an adverse entry wll include
statements to the effect that the Marine was provided an opportunity to nake
a rebuttal statement; the Marine did or did not choose to make such a
statement; and if nade, a copy of the statenent is filed on the docunent side
of the OQR. If the Marine elects to make a rebuttal statenment, the Marine
wi Il have 5 working days after referral of the adverse entry to return the
conpl eted statement to the commander for entry into the OQR Page 11 entries
nmust include the follow ng | anguage ONLY if they concern m sconduct or
subst andard perfornmance; confirned incidents of illegal drug abuse or
possessi on; incidents of alcohol abuse; and adnmi nistrative neasures (par
3007. 3r).
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"I was advised that within 5 working days after acknow edgenment of
this entry a witten rebuttal could be submitted and that such a rebutta

will be tiled on the docunent side of the of the OQR. | choose (to)
(not to) nmke such a statenent."

NOTE: If the Marine refuses to acknow edge (sign) an
adverse/ derogatory entry, add the statement "Marine
refuses to acknow edge this entry" at the bottom of
the entry. By refusing to acknow edge the entry the
Marine forfeits the opportunity to nmake a rebutta
statement. Make a counter-entry i mediately follow ng
the counseling entry to verify the Marine was made
aware of the adverse/derogatory entry. The
verification counter-entry may be signed by direction
of the commandi ng of ficer

e. Certain entries may require authentication by the Commandi ng of ficer
and/ or acknow edgnment by the Marine. These specific signature requirenents
are indicated in the text or sanple entries. All other page 11 entries may
be signed by direction of the commandi ng officer (unit commander) unless
otherwi se indicated. "Unit Conmander” is defined as the conpany, battery,
or squadron commander or their functional equivalent; i.e., OC 1-1, etc



(See paragraph 3001. 7h concerning signatures.)
3. Authorized Entries

a. In Hands of Civil Authorities (IHCA)/In Hands of Foreign Authorities
(IHFA). When the Marine is IHCA/IHFA and | ater acquitted or rel eased without
trial, record inclusive dates of confinenent and the tact of acquittal or
rel eased without trial. |If convicted, record date of arrest, nature and date
of the offense, trial date, the fact of conviction, sentence adjudged, and
the action taken by the commander

b. Government Vehicle Operator's Permit. Wen an operator's permt is
i ssued, updated, or renewed per MCO 11240.66, record the fact, vehicle
l[imtation (on issues and updates), expiration date, and all restrictions
i mposed on the driver. |f an operator's pernmt is revoked , record the
fact, the date, and the reason. Sanple entries:
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"(Date): |Iss Govt Veh Opr's Permit, No. , on (date). The
fol restr apply: (List restr; i.e., nust wear glasses, etc.). Auth to drive
the fol veh: (List those classes of vehicle indicated in Part |11, #3, of

the Application for Government Vehicle Operator's Permit, NAVMC 10964)."

"(Date): Govt Veh Opr's Pernmit, No. _ , upgraded on (date),

to incl (List upgrades as indicated in Part 111, #3, of the Application for
Governnment Vehicle Operator's Permt, NAVMC 10964)."

"(Date): Govt Veh Opr's Permt, No. , renewed on (date),
permt expires (date) ."

"(Date): CGovt Veh apr's Permt, No. __ , revoked on (date),
for (state reason revoked)."

c. Voluntary Separation Prior to Conpletion of Final Action on Physica
Disability Processing. (Refer to MCO P1900. 16.)

(1) when a Marine officer requests separation despite nedica
treatment or disability processing, the Marine Corps policy is to explain
the probable effect on pay benefits. |f after the explanation, the officer
does not withdraw the request for separation, nmake the follow ng entry,
signed by the officer being separated or rel eased fromactive duty and
wi tnessed by the officer effecting the separation:

"(Date). | request that | be discharged (released from active
duty) despite the explanation which has been given to nme that to be eligible
for physical disability retirement or severance pay | nust be entitled to
receive basic pay at the time the Secretary of the Navy nekes the
determination in my case. Notw thstanding possible prejudice to ny case,
still desire separation. | have been advised of ny right to file a claim
with the DVA for conpensation, pension, or hospitalization." |f the Marine
of ficer refuses to sign the above entry and still desires to be voluntarily
separated, meke a counter-entry docunmenting the refusal. The Marine officer
effecting the separation will sign the counter-entry. The officer's



separation is then effected. 1In all cases where the officer refuses to sign
t he above statement and the officer is being released fromactive duty,
forward a certified true copy of the statenment(s) to the CMC (MVSR-4).
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(2) Marine officers eligible for retirement, or who have already
submitted their application to retire, and who are involved in physica
di sability proceedi ngs, shall be advised that authorization for retirenent
will not be issued pending final disposition of physical disability
proceedings. |If the nenber desires to retire rather than continue with
di sability processing, the commandi ng of ficer shall advise the nenber that
the action nmay prejudice the Marine's case since the |law requires that the
Secretary of the Navy nake the determi nation on the disability case while the
menber is entitled to receive basic pay. |If the Marine still desires to
retire after this explanation, the following entry will be nade, signed by
the Marine being separated and wi tnessed by the officer effecting the
separation:

"Date. | hereby certify that it has been explained to me that |
may be suffering froma physical disability and that | amentitled to a ful
and fair hearing before a PEB under Title 10 U. S.C. 1214. Wth full
know edge of ny rights in this matter, | request that | be retired on (Date)
despite the fact that to be eligible for disability retirement | mnust be
entitled to basic pay at the tinme the Secretary of the Navy makes this
determ nation in ny case. | have been advised of my right to file a claim
with the DVA for conpensation, pension, or hospitalization. | (do) (do not)
desire to file a claimw th the DVA for conpensation, pension, or
hospitalization."

d. Aviation Insignia (NA, NFO ON, NAO Navy, and Conbat Aircrew).
Record an entry when a Marine becones eligible to wear such insignia. Record
a counterentry when a Marine 5 authorization to wear such insignia is
revoked. Sanple entries:

"(Effective Date). The authority to wear (type aviation
insignia) is granted.”

"(Effective Date). The authority to wear (type aviation
insignia) is revoked (cite reason and authority for revocation)."

e. Assignnment/Term nati on/ Rei nstatenent of Assignnment to Duty Involving
Par achut e Junpi ng. Make an entry when a Marine's assignment is revoked/
reinstated. The entry will include the reason and authority for term nation/
rei nstatenent and whet her or
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not the authority to wear the parachute insignia is or is not revoked (see
MCO P1000.6). Sanple entry:



"(Effective Date) the assignnent to duty involving parachute
jumping is termnated/reinstated (cite reason and authority), authority to
wear parachute junping insignia (is) or (is not) revoked/ authorized."

f. Personnel Reliability Program (PRP)

(1) Prelimnary screening incident to transfer for training which
will lead to a PRP assignnent is required. Sanple entry:

(Date). Prelimnary PRP screening for personnel records, nedica
eval uation, and personnel interview | AW SECNAVI NST 5510. 35. Appropriate
investigation initiated. You are suitable for transfer for training. Major.
J. DONATO, Co, 23May94."

(2) Formal PRP Screening is required for personnel who engage in
training leading to a PRP assignnent. The training command will reviewthe
i ndi vidual's personnel record to assure that the prelimnary screening was
done. If the individual is not qualified based on this record review al one,
the training command will briefly state that the nmenmber was found unsuitable
for PRP training assignnent.

"(Date). Formal PRP Screening has been conducted. Based upon
revi ew of records, you were found unsuitable for PRP training and assi gnnent
| AW SECNAVI NST 5510.35. LtCol J. F. ALLEN, USMC, CO "

(3) Permanent decertification is a formal deternination that the
Certifying Oficial can no longer assert that the individual continues to
neet the reliability standards provided in enclosure (3) to SECNAVI NST
5510. 35. The followi ng signed and dated entry will be nade:

"(Date). 1, (nanme/grade/ MOS), have been advised that | have been
permanently decertified for assignment to a reliability billet as defined in
SECNAVI NST 5510.35. | understand this decertification will be nmade a part of

my permanent record. |
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did/did not submt a statenent on ny behalf with the report of
decertification subnmitted to CMC."

(Signature of Marine) (Signature of COOCQ)"

g. Voluntary Retirenent of O ficers on Active Duty. An entry is
requi red when an officer on active duty requests a transfer to the retired
list. The Marine will sign the entry. Sanple entry:

"(Date). | request transfer to the retired list effective (Date).
I have signed the Commandi ng Officers pre-application checklist and fully
understand the ranifications of this request.”

h. Request for Resignation. An entry is required when an officer
requests resignation. The Marine will sign the entry. Sanple entry:



"(Date). | request to resign nmy comrission in the Marine Corps
effective (Date) and (do) (do not) desire a Reserve conmi ssion. | have been
counsel ed per paragraph 5003 of MCO P1900. 16E. "

i. Record of Issue of Wet-Type Divers' Dress, Canpaign Service Hat,
Sui tcase, Trunks, and General O ficer Personal Distinguishing Flap. Make an
entry when a Marine is issued any of the above itens. The entry is
permanent. Do not change or delete the entry unless the Marine is separated
under ot her than honorabl e conditions, and the equipnent is returned.

j. Certification and Suspension or Revocation of Air Traffic Contro
(ATC) Certification. NAVAIR 00-80T-114, paragraph 3.3.1.2 requires a
permanent record of ATC ratings. Mke an entry upon initial certification of
ATC ratings. Local ATC recertifications do not require additional entries in
the service record. The initial certification entry is in addition to the
entries required in the Marine's ATC training and qualification record
(NAVMC 11004). NAVAIR 00-80T-114, paragraph 4.4, requires an entry when
certification as an ATC is suspended or revoked. NAVAIR 00-80T-114 further
stipulates that a suspension or revocation is an adnministrative action and
is not to be construed as disciplinary action. That information nust be
i ncl uded as
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part of the entry. The Marine will sign the suspension/revocation entry.
Sanpl e entry:

"(Date). ATC Rating(s) (type(s)) is/are (suspended or revoked) this
date. | acknow edge this (suspension or revocation) as an administrative
action authorized by the ATC officer and that this action is not of a
di sci plinary nature."

k. Marine Corps Uniforns Purchased Qutside the United States. An entry
is required when a Marine officer purchases a Marine Corps uniform outside
the United States from sources other than the exchanges or cash sales. The
entry will stipulate that the materials, findings, patterns, and
speci fications are per MCO P1020. 34, Marine Corps Uniform Regul ati ons.

. M sconduct or Substandard Performance Counseling. An entry nmmy be
used to reflect counseling concerning m sconduct or substandard perfornmance.
The Marine will acknow edge (sign) the counseling entry. This entry nust
i nclude the | anguage in paragraph 3007.2d concerning the officer's right to
submit a rebuttal. Sanple entry:

"(Date). Counseled this date concerning (m sconduct) (substandard
performance): (brief description of m sconduct or substandard performance).
I was advised that within 5 working days after acknow edgment of this entry,
a witten rebuttal can be submitted and this rebuttal will be filed on the
docunent side of the OQR. | choose (to) (not to) make such a rebuttal."

m Hostile Fire Area Assignnent. Marines desiring to waive their OCD
and vol unteer for a second tour in a designated hostile fire area nust sign
the following entry. (Refer to MCO P1300.8.)



"(Date). | hereby waive my OCD and request assignnment to (designated
hostile fire area). | understand that this waiver does not guarantee a
particular location and my ultimte assignnment overseas will be predicated on
the needs of the Marine Corps.

n. Waiver of Designation as Sol e Surviving Son/Daughter and Revocation
of Waiver. Marines designated sole surviving son/daughter as defined by MCO
P1300. 8, may waive or revoke privileges as appropriate by signing one of the
foll owing sanple entries and submitting same signed statement to CMC ( MVOA)
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(1) Waiver of privileges:
"(Date). | hereby waive ny rights to restrictive assignnment
as a sol e surviving son/daughter per MCO P1300.8."
(2) Revocation of waiver:
"(Date). | hereby revoke the waiver of my sole surviving son/

daughter status and request reinstatenment of that status per MCO P1300.8."

0. voluntary Participation in Unit Deploynment and Waiver of OCD
Marines who volunteer to participate in a TAD unit depl oynent overseas nust
sign the followi ng entry:

"(Date). | hereby volunteer to participate in unit deploynment with
(unit), and | understand the consequences of this action as explained in MCO
P1300. 8. "

p. Election of Tour Length. Mrines with dependents el ecting an
unacconpani ed tour in lieu of an acconpani ed-by-dependents tour will sign
the followi ng sanple entry. (Refer to MCO P1300. 8.)

"(Date). | hereby request an unacconpani ed tour as described by
MCO P1300. 8. "

g. Voluntary Waiver of OCD. Marines desiring to volunteer for a
dependents-restricted tour and waive their CCD nust sign the follow ng entry.

"(Date). | hereby waive nmy OCD per the provisions of MCO P1300. 8"

r. Confirmed Incidents of Illegal Drug Abuse or Possession. (Refer to
MCO P5300.12) Record in the OQR all confirmed incidents (civil or mlitary)
of illegal drug involvenent. Consult MCO P1610.7 concerning requirenents for
subm ssion of a "DC' fitness report. Wenever the counseling entry is made,
afford the Marine the opportunity to nake a witten rebuttal, if any, for
i nclusi on on the docunent side of the Marine's OQR. The entry nust include
t he | anguage contai ned in paragraph 3008.2c concerning the officer's right to
submt a rebuttal. The Marine will acknow edge (sign) the counseling entry.
Sanpl e entry:
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(Date). Counseled this date concerning my illegal drug
i nvol venent; specifically, indicate involvenent; i.e., trafficking,
possessi on, usage and, if identified through urinalysis testing, give DoD
Drug Testing Laboratory nmessage nunber and type of drug identified. Include

speci fic recommendati ons for corrective action, to include date placed on/
removed fromthe urinalysis Surveillance Program (USP) and date Marine was
seen by a substance abuse counselor. | am advised that processing for

adm ni strative separation for cause is mandatory per MCO P1900.16. | was
advi sed that within 5 working days after acknow edgnent of this entry, a
witten rebuttal can be submtted and this rebuttal will be filed on the
docunent side of the OQR. | choose (to) (not to) nmake a statenent."”

s. Al cohol Abuse. (Refer to MCO P5300.12) Commanders wi |l have an
entry made in the OQR after counseling a Marine for a first or subsequent
al cohol -related incident that resulted in civilian or mlitary adjudication
in a court of law or under the UCMJ, and in the conmander's judgnment, a
contributing factor to the incident was the Marine's ingestion of alcohol
Consult MCO P1610.7 for "DC' fitness report subm ssion requirenents on second
and subsequent incidents and nmandatory Section C conment requirenents.
Whenever the counseling entry is made, the Marine nust be afforded the
opportunity to make a witten statenent. File the statenent, if any, on the
docunent side of the Marine's OQR. The entry nust include the |anguage
cont ai ned in paragraph 3008.2d concerning the officer's right to submt a
rebuttal. The Marine will acknow edge (sign) the counseling entry. Sanple
entry:

"(Date). Counseled this date concerning ny conviction of (list
charge(s); provide specific reconmendations for corrective action; and
assi stance available). (If the commander plans to process the Marine for
judicial or separation proceedings as a result of the offense, include the
information in the entry. |If the commander does not plan to process the
Marine for separation due to deficiencies, include the foll ow ng sentence:
"I am advised that failure to take corrective action nay result in
admi ni strative separation or limtation on further service.") | was advised
that within 5 working days after acknow edgnent of this entry a witten
rebuttal could be submtted and that such a rebuttal will be filed on the
docunent side of the service record. | choose (to) (not to) make such a
statement. Signature of Marine."
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t. Honebasing Assignnment Program Per MCO P1300.8, Marines who receive
official notification of a hone-basing assignnment will sign the follow ng
sanpl e entry:

"I understand the intent of the hone-basing assignhnment program and
acknowl edge that | am expected not to use my dependent-travel entitlenents,
shi p my househol d goods (except those shipped to my overseas duty station for
my personal use) use nontenporary storage of househol d goods, and will not
recei ve with-dependents dislocation allowance (DLA) ."



u. Sequential Assignnent Program Per MCO P1300.8, Marines who receive
official notification of a sequential assignnent follow ng a dependents-
restricted assignment will sign the follow ng sanple entry:

"I understand the intent of the sequential assignnent program and
acknow edge that | am expected not to use my dependent-travel entitlenents
except to the locale of the sequential assignnent, ship my househol d goods
(except to the locale of the sequential assignnment and those shipped to ny
overseas duty station for ny personal use), use nontenporary storage of house
hol d goods, and will not receive dependent dislocation allowance except to
the | ocal e of the sequential assignnent.”

v. Adninistrative Measures. Sections 0102-0105 of the JAGVAN di scuss
adm ni strative or nonpunitive neasures; e.g., admnistrative w thhol di ng of
privil eges, and nonpunitive censure. Such neasures, except for a nonpunitive
| etter of censure, nay be recorded on the page 11. This entry nust include
t he | anguage i n paragraph 3008.2d concerning the officer's right to submt a
rebuttal. The Marine will acknow edge (sign) the entry. The commuandi ng
of ficer may record the inposition of any nonpunitive neasures other than a
nonpuni tive letter of censure.

w. Voluntary Separation Incentive (VSI)/Special Separation Benefit
(558) Programs. When an officer is separated under the VSI/SSB, an entry
is required to docunent the Marine's understanding of required service
obligations set forth in the VSI/SSB program di scl osure sheet. Marines

approved for separation under VSI/SSB will sign the follow ng entry:
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"(Date). Having been approved for separation under the (VSI) (SSB)
program | hereby acknow edge ny required service obligations under PL
102- 190, as outlined in the (VSI) (533) programdisclosure. | further
understand that nmy Reserve conmission will remain in effect until | request

resi gnati on upon conpletion of my required service obligation, or I am
transferred to the Retired Reserve.”

X. Classified Informati on Nondi scl osure Agreenment (SF 312). OPNAVI NST
5510. 1H, par. 24-2.6, requires an entry upon execution and subm ssion of the
SF 312. Sanple entry:

"(Date). SF 312 executed and forwarded to the CMC (MVSB-20) this
date. "

y. Explosive Ordnance Di sposal (EOD) Insignia. Mke an entry when a
Mari ne becones eligible to wear the EOD insignia and a counter-entry when a
Marine's authorization to wear such insignia is revoked, as outlined in MCO
3571.2. Sanple entry:

"(Effective date) - The authority to wear (basic, senior, naster)
EOD insignia is granted."

"(Effective date) - The authority to wear (basic, senior, master)
EOD insignia is revoked (cite reason and authority)."



z. Antiterrorism (AT) and Force Protection (FP) Training

(1) Upon conpletion of annual antiterrorism (AT) and force
protection training make the followi ng entry:

"(Date). Conpleted AT/FP training this date. By direction.”

(2) Upon conpl etion of pre-deploynment antiterrorism (AT) and force
protection (FP) training within 6 nonths of unit depl oynent meke the
follow ng entry:

"(Date). Conpleted AT/FP training prior to unit deploynent this
date. By direction.”

aa. Additional Guidance Concerning Page 11 Entries:

(1) Commanders are authorized to make other entries on this page
that are essential to document an event in a Marine's
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career for which no other neans or nethod of recording exists for the

i ssuance of "one tine" supply itenms. Authorized entries under this rule nust
neet two tests: (1) the information contained in the entry is of permanent
value to the Marine's career; and, (2) the information is not, or cannot be,
docunent ed any where else in the OQR, medical records, or the Marine's MCTFS
record. Participation in certain operations (excluding routine training
exerci ses/operations) not specifically identified as conbat operations or as
having a potential for escalating into conbat operations and humanitarian
relief efforts (i.e., California Loma Prieta Earthquake Relief, etc.) are
considered to be significant events in a participant's nmilitary career

(2) Restrictions

(a) Do not make entries on page 11 which concern adm nistrative
di scharge proceedi ngs or proceedings for retiring an officer at the next
| oner pay grade if the proceedings, upon final review, do not result in an
adm nistrative discharge or retirement at the next |owest grade.

(b) Commanders will not use page 11 as a local training record.
Do not make entries to document |ocal indoctrination |ectures or
acknow edgrment of certain |ocal regul ations pertaining to drug/al cohol
uniform and fraternization policies. As an exception, the Commuandi ng
O ficer, MSG Battalion may nmake necessary counseling entries regarding
fraternization with civilian personnel upon assignnent of Marines to certain
posts.

(c) Do not nmake separate entries for assignnent to or renova
fromthe weight control/mlitary appearance program The adm nistrative
separation counseling entry required by MCO 6100. 10 upon assi gnment to wei ght
control, the conpletion of enclosure (4) to MCO 6100. 10, the assignment and
removal entries reported in MCTFS, and entries made in the individual's
health record are considered sufficient to satisfy all recording and



docunent ation requirenments. There is no requirenment, other than the MCTFS
entry, to record a Marine's renoval fromthe weight control/mlitary
appear ance program

3008. RECORD OF EMERGENCY DATA (RED). See paragraph 4013 for preparation
and nmi ntenance instructions.
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3009. SERVICEMEN S GROUP LI FE | NSURANCE ELECTION (SGLI) (SGLV-8286, APR

1996). See paragraph 4014 for preparation information and di sposition
i nstructions.

3-33

CHAPTER 4
SERVI CE RECORD BOOK ( SRB)

PARAGRAPH PAGE

INTRODUCTI ON . . . . . . . o oo 4000 4-3
GENERAL | NSTRUCTI ONS ON THE CARE AND MAI NTENANCE

OF THE SRB . . . . . o o i i 4001 4-3
SPECIAL INSTRUCTIONS . . . . . . . . o o o o oo 4002 4-24
DETAILED INSTRUCTIONS . . . . . . .« . o o i i i 4003 4-27
COVER (NAVMC 118A) . . . . . o o o i 4004 4-27
ENLI STMENT/ REENLI STMENT DOCUMENT -- ARMED FORCES

OF THE UNI TED STATES (DD FORM 4) (MAY85) . . . . . . . . 4005 4-28
CHRONOLOGI CAL RECORD (NAVMC 118(3)) . . . . . . . . . . 4006 4-36
RECORD OF SERVICE (ROS) . . . . . o o o« v i i i 4007 4-51

M LI TARY AND CI VI LI AN OCCUPATI ONAL SPECI ALTI ES,
EDUCATI ON COURSES; TECHNI CAL TRAI NI NG AND TESTS
COVPLETED (NAVMC 118(8A)). . . . . o o o i oo . 4008 4- 64

COVBAT HI STORY - EXPEDI TI ONS - AWARDS RECORD
(NAVMC 118(9)) . . o o oot i 4009 4-70

ADM NI STRATI VE REMARKS ( NAVMC 118(11)) . . . . . . . . . 4010 4-75



OFFENSES AND PUNI SHMENT ( NAVMC 118(12)). . . . . . . . . 4011 4- 97

RECORD OF CONVI CTI ON BY COURT- MARTI AL
(NAVMC 118(13)); SUPPLEMENTARY RECORD OF

CONVI CTI ON BY COURT- MARTI AL (NAVMC 118(13A)) . . . . . . 4012 4-111
RECORD OF EMERGENCY DATA . . . . . . o o o o oo . 4013 4-118
4-1
| RAM

PARAGRAPH PAGE

SERVI CEMEN' S GROUP LI FE | NSURANCE ELECTI ON

(SGLI) (SGLV-8286, APR 1966) . . . . . . . . . 4014 4-122
PERMANENT RECORD OF ENLI STED FLI GHT TI ME ( OPNAV
FORM 1326/2) . . . o v oo, 4015 4-122
FI GURE
4-1 SAMPLE RECORD OF EMERGENCY DATA (RED). . 4-121
TABLE
4-1 | NSTRUCTI ONS FOR TRANSFER OF RECORDS . . 4-16
4-2 DI STRI BUTI ON | NSTRUCTI ONS FOR DD FORM 4. 4-35
4-3 OCCASI ONS FOR CHRONOLOGI CAL RECORD
ENTRIES . . . . . o v o 4- 40
4-4 OCCASI ONS FOR CONDUCT AND DUTY
PROFI CI ENCY MARKINGS . . . . . . . . . . 4-54
4-2
| RAM
CHAPTER 4

SERVI CE RECORD BOOK ( SRB)

4000. | NTRODUCTION. The SRB is designed for recording specified informtion
about a Marine at the tine of enlistment, changes in status, and pertinent
events which affect the Marine's mlitary service. The SRB is used in
determ ning duty assignnments, pronmotion data, eligibility for overseas
service, etc., and serves as the basis for reporting information into the
MCTFS. The SRB is considered confidential in nature; therefore, divulge no



information fromit, except to persons properly and directly concerned in the
performance of their assigned duties. Chapter 12 of MCO P5211.2 provides

gui delines for rel ease of personal information. Refer questionable requests
to the commander for decision. The SRB nmust be returned to the personne
office or sufficiently safeguarded at the end of each workday to ensure
accountability.

4001. GENERAL | NFORMATI ON ON THE CARE AND MAI NTENANCE OF THE SRB

1. Responsibility. Responsibility for care and mai ntenance, incl uding
openi ng and assenbly, custody, tinely forwarding, nmeking entries, etc.

rests with the commander of the organization to which the Marine has been
joined and is a nenber. Although a custodian may be appointed to perform
these functions, the commander's responsibility cannot be del egat ed.

Responsi bility for naking entries includes entries concerning desertion and
unaut hori zed absence, even though such entries reflect events which may have
occurred before the Marine was joined by the current organization. (See

par agraph 4013 regardi ng unaut hori zed absence and desertion entries.) As
provided in the Uniform Code of MIlitary Justice, Article 43, and Manual for
Courts-Martial, United States 1995, paragraph 403 (a) the responsibility for
recei pt of sworn charges and specifications sufficient to termnate the
runni ng of the statute of limtations rests with an officer exercising
summary court-martial jurisdiction over the command. The latter is
significant in connection with dropping a Marine fromthe rolls. Once that
action is taken, an officer exercising summary court-martial jurisdiction
over the Marine's command is no | onger enmpowered to terminate the running of
the statute of limtations by the receipt of sworn charges and specifications
preferred
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agai nst the Marine.

2. Assenbly. A SRB is opened and assenbl ed for each applicant who is
enlisted or inducted into the Marine Corps or Marine Corps Reserve. For
applicants who are enlisted and subsequently sent to recruit depots, the
recruiting organization will prepare the prescribed docunents; recruit
depots will prepare the renmninder of the record. A SRB consists of a
cover, standard pages, and docunents. Assenble the SRB as indicated in
the foll owi ng subparagraphs.

a. Cover. The cover is a manila folder-type book designed to hold
docunents on the left side and standard pages on the right side. Prepare
the cover per paragraph 4004.

b. Standard Pages. Prepare and insert the follow ng standard pages on
the right side of the record: DD Form 4, Enlistnment/Reenlistnment Docunent
and signed statenents of understanding which are stapled to the service
record copy of the form followed by pages 3, ROS, 8a, 9, 11, 12, OPNAV Form
1326/ 2, Permanent Record of Enlisted Flight tine (if applicable) and the RED
foll owed by the SGLI election form Page 13 and 13A are prepared and
inserted when required. File any NAVMC 321a, Agreenent to Extend Enlistnent,
when executed, on top of the enlistment/reenlistnment document which it



extends. Maintain docunments prescribed for retention in the SRB on the
docunent side. Refer to MCO P1080.40, MCTFSPRIM for printing, auditing and
filing requirenents for the BIR BTR. Upon immedi ate reenlistnent, transfer
the expired DD Form 4, plus any extensions thereto, to the docunent side of
the record. Renpbve docunents supporting paynents of SRB and the ATOP
agreenent statement of understanding fromthe old reenlistnment contract prior
to transfer to the docunment side. Gve these docunents to the Marine, if
requested. (See table 4-2, colum B for instructions on forwarding
reproduced copi es of pages 3, 8a, 9, 11, and 12 to the CMC (MVSB-20) with the
original of the DD Form 4 upon imediate reenlistnent.) Recruit depots will
ensure that before transfer of recruits, standard pages 3, 8a, 9, 11, and 12,
plus other required pages are part of the SRB. Enter |ast name, first nane,
and nmddle initial at the bottom of each page. Enter the name using one of
the follow ng options: 1) natural capitalization; 2) |last nane only al

upper case; or, 3) entire nane in upper case. Enter the SSN in the space
provi ded for service nunber. The SSN format prescribed for officia
correspondence i s appropriate; however, recruit
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conput er-gener ated SRB pages are produced in a different format, 123 45 67 89
vice 123 45 6789. Either format is acceptable for use in the field service
record. Conputer-generated SRB pages contain the full nane in capita

letters and the SSN in the space provided. (See paragraphs 4006 through 4015
regarding entries to be made on individual pages.) Wen any page is filled
or there is not enough roomfor recording further entries in one or nore
sections, note at the bottom of the page "continued on supplenental page".
This annotation may be abbreviated; i.e., "contd on Supp Pg". Insert an
additional page and |l abel it at the bottomcenter; e.g., "(3)a," "(8a)a,"
"(11)a," etc., as appropriate. Use either upper or |lower case |letters when
maki ng the al phabetical notation on supplenental pages. Line out the unused
portions of the page to preclude further entries after the suppl enental page
has been added. Place the suppl emental page behind the cl osed-out pages in
the appropriately | abel ed sequence.

c. Documents. The docunent side of the SRB is provided for inserting
superseded standard pages fromthe service record, official letters,
certificates, and various other docunents regarding the Marine that should be
made a pernmanent part of the official record. Only file information that is
rel evant and necessary to acconplish a purpose required by statute, Executive
Order, Marine Corps Order, or other directive from higher headquarters. Do
not use the SRB as a catchall. Docunents of tenporary value, which are not
specifically required to be filed in the SRB, are filed in the unit's
correspondence files; do not file themin the SRB. Extra copies of transfer
orders, local command nenoranda, endorsenment correspondence, or other
extraneous papers are not authorized for retention. Insert the follow ng
docunents, if applicable. The following listing is provided in a suggested
filing sequence for filing docunents in the SRB

(1) NAVPERS 5510/1, Record of Personnel Reliability Program \Wen a
Marine is involved in the PRP, file the NAVPERS 5510/1 as the too docunent.

(2) Leave and Earni ngs Statenent (LES) DFAS-KS 7220/93 (Rev. 1/93).
Except as noted in subparagraph 4001.2c(1), file the conmanding officer's



copy of the LES in chronol ogi cal sequence (npbst recent on top) as the top
docunent (s) on the docunment side of the Marine's SRB until the annual LES
audit. Instructions for preparation, maintenance, and di sposition of the
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LES are contai ned i n DFAS-KC 7220. 31, APSM

(3) File copies of documents authorizing | eave/del ay (including PCS/
TAD orders to include all endorsenents and travel vouchers, NAVMC 3, and
foreign | eave authorizations) on the docunent side of the service record
until the appropriate |eave period appears on the nonthly LES. Upon
verification of |eave period renpve the docunents. (Do not place origina
orders and/or original |eave authorizations in the service record. File
original |eave authorization in the commndls correspondence files per MCO
P1050. 3.)

(4) Awitten explanation of the eligibility requirements for VA
dental treatnent, signed by the Marine, or by the commanding officer if the
Marine refuses to sign. (Applies to Marines who served on active duty not
| ess than 180 days.)

(5 IRS Form W4, Enployee's withholding Allowance Certificate.

(6) DD Form 2058 and 2058-1, if required, State of Legal Residence
Certificate. Upon execution of the DD Form 2058-1, ensure that a separate
IRS Form W4 is completed for state wi thholding (see MCTFSPRIM par. 5059).

(7) DD Form 2057, Contributory Education Assistance Program
st at ement of Understandi ng.

(8) IRS Form W5, Earned |Incone Credit Advance Paynent Certificate,
for eligible Marines who have filed for and are receiving earned i ncone
credit.

(9) DD Form 2366, Montgonery G Bill Act of 1984 (M3 B) - Statenent
of Understanding. Retain on all personnel whether enrolled in or disenrolled
fromthe program

(10) DD Form 2494, Uniformed Services Active Duty Dependents Denta
I nsurance Plan Enrol |l nent El ection.

(11) NAVMC 10522, Commuted Rations Action. File the duplicate
si gned NAVMC 10522 whi ch authorizes comuted rati ons (COVRATS) after unit
diary action is conplete. Ensure unit diary nunber and date of the unit
diary which reported the COVWRATS statenent are annotated on the form \Wen
a commander tern nates COVRATS, retain the NAVMC 10522 which effects the
term nation
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until the termi nation entry posts to the MCTFS and appears on the nonthly
LES. After the termination appears on the nonthly LES, renove the NAVMC
10522 fromthe SRB and file in the unit's correspondence files.

(12) NAVMC 10922, Dependency Application. File the |atest
application(s) approved by the commander or approved di sapproved by the
CMC (MR). (Refer to MCO P1751.3.)

(13) NAVMC 11051, Assignnent to Governnment Quarters (see MCO
P1000. 22) or the appropriate formused by the Army, Navy, or Air Force.
Renmoved upon conpl etion of the annual LES audit follow ng termi nation of
assi gnment to governnent quarters.

(14) Special Power of Attorney concerning child care plans for dual -
service parents and single parents having custody of their children.

(15) DD Form 1561, Statenent to Substantiate Paynent of Family
Separation Allowance. Retain until term nation of the FSA is posted on
t he LES.

(16) Docunents considered by the commander to be a necessary part of
the SRB to support paynment of all owances.

(17) DD Form 4, Enlistnent/Reenlistment Docunment - Arned Forces of
the United States (the "old contract” and any extension agreenents (NAVMC
321a) thereto, upon i medi ate reenlistnent)

(18) NAVMC 763, Appointnment Acceptance and Record (OQR copy) from
previ ous officer appointnents.

(19) NAVMC 11000, Privacy Act Statenent for Marine Corps Personne
and Pay Records.

(20) Individual C othing Record (NAVMC 631 for nmles; NAVMC 63la
for females). Instructions for preparation, maintenance, and disposition
of these forns are contained in MCO P10120.28, |ICR
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(21) DD Form 214, Certificate of Release or Discharge From Active
Duty.

(22) Marine's witten rebuttal statenment concerning a derogatory
adm ni strative remarks page entry.

(23) Standard pages of the SRB which have been superseded/ cancel ed
and placed on the docunent side of the SRB by previous editions of this
Manual . Exanpl e:

(a) NAVMC 118(5) (Rev. 6-85 or earlier revisions), Record of
Time Lost, pronotion, Reduction, Pronotion status on Transfer

(b) NAVMC 118(6), Weapons Firing Record; Conpetitive
Mar ksmanshi p.



(c) NAVMC 118(8), Classification and Assignnent Test Results
(Ready Reserves only)

(24) NAVMC 538, Certificate of Proof of Citizenship of a Foreign
Born Applicant for Enlistnment.

(25) DD Form 1966, Application for Enlistment - Arnmed Forces of the
United States.

(26) OPNAV 5211/9, Record of Disclosure - Privacy Act 1974.

(27) Individual Deploynent Record (IDR). Accunul ated depl oyed and
career sea duty tine are reportable itens in the MCTFS. Manual update of the
IDR currently in the service record is no |longer required. The manually
prepared IDR's on file in the service record are permanent records and wil|l
remain in the service record until discharge, transfer to the FMCR, or
retirement. There is no requirenent to naintain a printed copy of the MCTFS
information in the service record (see note 7, table 4-1). Refer to MCO
P1080.40 for IDR/ career sea duty time auditing requirements. (Not applicable
to the Ready Reserve except for SMCR/'IRR Marines with prior USMC active
servi ce where accunul ated depl oyed tinme/career sea pay tinme accrued.)
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(28) BIRRBTR. The join or periodic audit copy with signature wl]l
be filed in the service record. Printing and filing a corrected copy are
only required upon depl oynent.

(29) Veterans' Admnistration |Insurance Forms.

(30) DD Form 2257. Designation/ Term nati on MPC- FPC- COPE- PFO.
Ret ai ned on all MOS 0161 postal clerks.

(31) Duplicate originals or certified copies of general or specia
courts-martial pronul gating orders per JAG NST 5800. 7.

(32) Decision/Authorization letter fromphysician in the case of
i ncapacitated children (active duty records only).

(33) NAVMED 6100/5, Abbreviated Limted Duty Medical Board Report.
(34) CMC letters which authorize renedi al pronotion
(35) DD Form 1435, Cryptographic Mintenance Trai ni ng and Experience.
(36) Current conpletion certificate/designation formfor support

equi pnent/ pl ane captain which is certified by the quality assurance office.

Renmove from service record upon transfer from designating unit or when no
| onger applicable (promotion, decertification, etc.).

(37) DD Form 1879, Request for Personnel Security |nvestigation.
(Duplicate copy, plus any supporting docunents. Retain until security
cl earance is granted or denied.)



(38) OPNAV 5511/14, Security Termination Statement.

(39) DD Form 2648, Preseparation Counseling Checklist conpleted at
| east 90 days prior to separation and filed in the SRB by previous editions
of this Manual

(40) DD Form 802, Request for and Certification of Eligibility (FHA)
Loan.

(41) VA Form 21-8951, Benefits/Wiver Certification (Reserve Marines
only). (See the MCTFSPRI M)

4001 | RAM

(42) OPNAV 5520/ 20, Certificate of Personnel Security Investigation,
Cl earance and Access (Reserve Marines Only).

(43) Statenment of Understanding for Selected Reserve G Bill
Benefits (Reserve Marines only).

(44) Standard Witten Agreenent to Train (SWAT) (Reserve Marines
only.) (See MCC P1001R 1, MCRAMM )

(45) Witten Agreenent for Reserve/ Extension Bonus and Affiliation
Bonus for the Selected Reserve Incentive Program (Reserve Marines only).

(46) Orders to | ADT, EAD, and AR, including all endorsenents
(excl udi ng orders and endorsenents relating to annual training (AT)).
Renove | ADT orders fromthe record after the Reserve Marine's appropriate
anni versary audit and subsequent conpletion of the Reserve Retirenment Credit
Report (RRCR) Retain AR and EAD orders until the first anniversary audit
following the Marine's release fromactive duty.

(47) Individual Drill Attendance and Retirenment Transaction Card
(I DART- NAVMC 907A) (Reserve personnel only). There is no requirenent to
mai ntain entries on the card. |IDART cards on file in the SRB are permnmanent

records.
(48) Any special authority for enlistnent/reenlistnment or extension.

(49) NAVMC 798, Reserve Retirenent Credit Report (RRCR) (Reserve
Mari nes only). Conpl eti on and submi ssion of the NAVMC 798 is no | onger
required as the primary nmeans of reporting Reserve retirenent points. Al
NAVMC 799's on file in the SRB are permanent records. See paragraph 4001. 3c
(39) concerning requirenents to file the ARCR and CRCR

(50) ARCR and CRCR. File the original signed copies of the ARCR and
CRCR.  Upon conpl etion of the next anniversary audit, renove the previous
year's ARCR and CRCR and replace with the ARCR and CRCR containi ng the npst
current information. The CRCR prepared and filed between June 1992 and
Oct ober 1992, as directed by HQWC, upon which the Marine certifies the
accuracy of previously reported Reserve retirement credit points, will not
be renoved fromthe record. This certified CRCR is a permanent historica



docunment. These procedures will be incorporated into
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a future change to MCO P1900.16. Refer to MCO P1080.40, MCTFSPRIM for unit
diary reporting requirenents.

(51) CMC letters directing transfer to the Inactive Status List,
St andby Reserve

(52) Release fromactive duty orders.
(53) NAVMC 10213, Career Pl anning Contact Record.

(54) SF Form 86, Questionnaire for National Security Positions (nost
recent copy retained as long as mlitary status is maintained to expedite
future update).

(55) NAVPERS 5510/ 3, PRP Screening and Eval uati on Record.

(56) Any other docunment(s) required by current regul ati ons or
consi dered by the commandi ng officer to be a necessary part of the Marine's
record.

NOTE: The follow ng docunents will be placed on the top of the standard
page side (right) upon release fromactive duty:

(57) DD Form 1407, Dependent Medical Care (on separation or
retirement).

(58) Certified copy of separation physical (Med/Dental)
d. Reassenbly of Records - Special Occasions

(1) Upon reversion fromofficer to enlisted status, file al
docunents pertinent to the enlisted record on the left side of the SRB
per paragraph 4001. 2c.

(2) Upon change fromenlisted to officer status, dismantle the SRB
Extract all docunents pertinent to the OQR (see paragraph 3001.3) and file
themon the left side of the newy created OQR  Deliver those docunents,
i ncluding the ROCS, which need not be transferred to the new OQR to the
Marine. Dispose of standard pages as follows: Insert the Enlistnent/
Reenl i st ment Docunent and any extensions thereto, pages 12, 13, 13A, and
OPNAV Form 1326/ 2 on the docunent side of the OQR, transfer pages 3, 8a, 9,
11, the conputer-generated RED, and SG.LI Election Formto the standard side
of the OQR Destroy the SRB cover.
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3. Custody. G ant access only to the individual Marine or those persons



officially working with the SRB. Wen Marines desire to exam ne their SRB
they may do so, but only in the presence of the custodian

4. Making Entries (General). Mke all entries with a typewiter or word
processor, if possible. Use of the typewiter self-correcting typewiter in
maki ng service record entries is permtted, providing the finishing entry is
clear, neat, and does not appear as an authorized/indistinct entry
alteration. If it is not possible to use a typewiter, neatly print entries
in black ink.

a. Use black ribbon for all typewitten entries and black ink for al
rubber stamp and handwritten entries. Signatures must be made in the
Marine's handwiting and not printed.

b. Rubber stanps may be used.

c. FErasures, strikeovers, and/or any type of correction fluids or ink
eradi cators are prohibited.

d. Methods of Correction. Unless specific instructions state otherw se,
make aut hori zed changes or corrections per the appropriate nmethod shown
bel ow. See paragraph 5000.7 for other adm nistrative action required
whenever errors are discovered during periodic audits. Initial or sign
changes or corrections as provided in paragraph 4001. 4h.

(1) By Pen Change. Draw a thin-inked Iine (using black ink) through
the character(s)/nuneral (s)/word(s) to be changed or corrected and enter the
change or correction directly above or below the original information

(2) By Counterentry. Use this type of correction to delete an
entire entry as erroneous. (Exanple: "951201: Entry dated 950704 del eted
as erroneous.") Draw a thin-inked line through the entry to be del et ed.

(3) By Modifying Entry. In this case, reference the previous
entry(ies) being nodified. (Exanple: "Refer 3d entry this page.") Make
this entry in the sane general formas the original but include the
corrections, additions, or nodification necessary to record the true facts.
Draw a thin-inked line through the original entry before the nodification
i s made.
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e. Use authorized abbreviations or acronyms whenever practicable.

f. Unless specific instructions state otherwi se, enter dates in
nurerical form by year, nonth, and day. Each conponent of the date wll
consist of two digits. Prefix single digits with a zero; for exanple, enter
6 June 1996 as 960606. |If only year and nonth were known, record 960600. |f
only the year is known, record 960000.

g. Late Entries. See paragraph 5000. 8.

h. Signatures. Unless instructions for individual entries state
ot herwi se, authenticate entries per the follow ng:



(1) Afacsinmile signature of the CG MCRSC or an officer duly
designated may be used to authenticate entries made for the I Ra, provided
the entries are of the recordkeepi ng nature and do not require an opinion
or decision by the commander regarding the content of the entries.

(2) Regular and SMCR units are authorized to use a facsimle
signature to authenticate entries of a recordkeeping nature. For purposes of
clarity, recordkeeping entries do not include entries that require an opinion
or judgnent of the commander, or any other entries, docunments, forns, or
sanpl e entries specifically requiring the signature of the commuander.
Facsim | e authorizations for conm ssioned and warrant officers nust be
designated in witing by the conmandi ng of ficer and nust include any limts
i mposed.

(3) Facsinmle signatures shall be validated by the handwitten
initials of the designated officer. Facsinle stanps nust be properly
saf eguarded and used only for the purpose for which authorized. (See MCO
P5000. 14.)

(4) A civil service enpl oyee whose position description states
recor dkeepi ng/ mai nt enance responsibilities may authenticate service record
entries if designated in witing.

(5) Except as authorized above, the commander, the acting commander

in the commander's absence, or a conm ssioned officer, warrant officer, or
SNCO designated in witing will authenticate entries.
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(Nanes in exanples are typed for clarity only. Typing the name of the signer
is not required.)

A. B. SEE, CO D.E. FOX, OC (for separate detachments)
C. H INDA, Acting K.L. MKE, Bydir
H R MARK, I|-1 (For I-1 Staff and admi nistratively attached personne

only. See paragraph 4001.4(h) (6).)

(6) At their discretion, SMCR conmanders may grant the inspector-
i nstructor of an SMCR unit or active duty conmanding officer, in the case of
4th MAW SMCR units, by direction authority to sign SRB entries of
recor dkeepi ng nature on nmenbers of the SMCR unit. By direction authority
shoul d not include entries which require the opinion or decision of the SMCR
commander or entries specifically requiring the SMCR commander's signature.
I ndicate signature entries by the inspector-instructor or active duty
commander as "Bydir" rather than "I1-1" or "CO'

i. When two or npbre successive entries are nmade at one tinme requiring
a signature, the signature nmay be placed opposite the last entry and the
remai ni ng signature space crossed out by a diagonal Iine.

5. In closing the SRB the following information is furnished:

a. Every individual joining the Marine Corps Reserve incurs a mninmm



service obligation for 8 years under the terms of the Mlitary Selective
Service Act. This obligation nmay be fulfilled by serving on active duty
only, or a conmbination of active and inactive duty with the Marine Corps
Reserve.

b. Marines conpleting a period of active service of |less than 8 years or
Marines being transferred to the FMCR are transferred from an active duty
status to a Marine Corps Reserve Status and are not discharged. Discharge
occurs when the Marine conpletes the required 8-year obligation or when the
FMCR nmenber conpletes the required 30 years of service for retirenent (20 or
nore years of active service and the remainder in the FMCR). Field commands
will close out the service record and mail to CMC, (MMSB) per Table 4-1
CMC (MVSR), will effect discharge or retirenent of FMCR Marines at 30 years.
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c. Marines assigned to the TDRL can remain in that status for a maximum
of 5 years. Before the end of the 5-year period, a determ nation is nmade by
the SecNav either to place the Marine on the Permanent Disability Retired
Li st, discharge the Marine with severance pay, or to restore the Marine to a
duty status. Forward the SRB and nedi cal records of Marines assigned to the
TDRL to the CMC (MVSB-16) pending final deternmination of status and
di sposition of Records (see table 4-1, part |, rule 19). Commands to which
personnel are assigned after being restored to active duty status should
request the SRB and nedical record fromthe CMC (MVSB-16), HQWC, 2008 Elli ot
Rd, Suite 215, Quantico, VA 22134-5030.

d. Instructions for the transfer of records in specific cases is
provided in table 4-1. Ensure records are transnmtted in a tinely fashion
and are properly packaged and addressed per the applicable notes for table
4-1.

6. Use the SRBinitially established for the Marine until the individual's
service is term nated by discharge, retirenment, resignation, or death, and
closing of the Marine's service record is acconplished. Wenever a Marine
Corps reservist or a forner Marine is reappointed or enlisted for active duty
in the Marine Corps, retrieve and forward the SRB initially established to
the Marine's joining command as foll ows:

a. For Marine Corps reservists reenlisted while still under the initia
8-year obligation, the CG MCRSC will transmt the SRB

b. Upon reenlistnent of a former Marine, the joining command shoul d
request the OQR/SRB fromthe CMC (MVMSB-10). |In the request, provide nane,
grade, and SSN of the Marine, dates of previous service, date released from
active service/discharge, and | ast command and new command address to which
the Marine is joined. The CMC (MVBB-10) will notify the new command in cases
where delay in excess of 60 days is anticipated.
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TABLE 4-1--1NSTRUCTI ONS FOR TRANSFER OF RECORDS
NOTES:

1. Before a transfer of records occurs, the closing comrand nust acconpli sh
all those adm nistrative actions associated with recordkeeping; e.g.
recording routine entries, making any required closing entries in the service
records. For purposes of this instruction, service records include the

conmbi ned OQR or SRB, health and dental records, out-patient records, to

i nclude all SF 600, sick call treatnent forms.

2. The detaching commander will determine if a Marine should not hand-carry
the records and nay, at the commander's discretion, forward such records by
mail . \Wen service records are hand-carried by a Marine, place the records
in a sealed envel ope. The losing conmmand will endorse the travel orders to
show that the service records are being hand-carried. |If orders indicate
that a Marine is hand-carrying service records and they are not in the
Marine's possessi on when reporting, proceed per the special instructions
cont ai ned in paragraph 4002. 1.

3. When service records are mailed, the follow ng applies:

a. Forward the service records by mail on the day the Marine concerned
is detached. Additionally, forward a separate copy of the transfer orders



with the service records to the gaining command no |ater than the date of
detachnment. On the date of detachment, forward a copy of the transfer orders
with the service records to the gaining conmand. |If the service records

have not been received by the new command 7 days after the date of transfer
the joining command will query the losing command to verify that the service
records were forwarded. |If service records are not |ocated within 30 days,
refer to paragraph 4002.

b. Prepare a conbined invoice and recei pt (NAVMC 941, Transmittal of
Servi ce Records/Pay Docunents), place the original in the package or
envel ope, and attach a copy of the Marine's travel orders. |[If the receipt
is not signed and returned within 2 weeks fromthe date of nmailing, initiate
tracer orders.

c. As an exception, if a Marine's records are to be adninistered by the
Marine Security Guard Battalion, Quantico, Virginia, mail the records to the
foll owi ng address though the Marine is stationed el sewhere:
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NOTES- - CONTI NUED

Commandi ng O ficer

Marine Security CGuard Battalion
2007 Elliot Road

MCCDC, Quantico, VA 22134-5000

d. For Marines who receive a hardship discharge, ensure a conpl ete copy
of the hardship di scharge package (to include approval) is filed on the
docunent side of the service record prior to mailing.

4. In the event the organization is being disbanded or an FMF unit is
deploying prior to the 91st day of absence, forward the deserter's service,
heal th, and dental records to the CMC (PCS-40) with an expl anati on why they
are being forwarded prior to the 91st day of absence. Marine Air Training
Support Group-90, Mrine barracks, Mrine Corps security forces conpanies,
Mari ne detachnents, formal interservice schools, and separate Marine commands
whi ch do not have general court-martial authority will forward service
record, health, and dental records on the day a Marine is declared a
deserter, provided all adm nistrative action is conpleted. WESTPAC conmands
will conmply with the instructions contained in MCO P5800.8, LEGADM NMAN.

5. The Commanding O ficer, Oficer Candidate School will forward the service
record, to include health record and all SF 600 sick call treatnment formns
(dental records are not prepared for officer candidates), to the CG MCRSC
for processing and determ nation of any unfilled service obligation. The
service record becones the candidate's OWF. It will, at a mninum consist
of the original DD Form 4 (if not previously forwarded to the CMC ( MVSB- 20)),
pages 3, 11, (12, 13 and 13A, if applicable), the RED, SGLI El ection Form
and any docunents pertinent to the candi dates period of service. MECEP

ECP and SMCR PLC drops will hand-carry their service records upon return to
the SMCR unit or upon transfer/return to a designated duty station. Forward
service records for MECEP, ECP and SMCR PLC who are discharged to the CG
MCRSC.



6. Upon discharge or retirenent fromthe Regul ar Establishment, release from
active duty, and transfer to the SMCR/' I RR (excluding rel ease froma period of
| ADT, EAD, or AR - this exclusion does not apply to Reserve personnel on EAD
due to presidential call up/nobilization), and transfer to the FMCR, TDRL,

or PDRL, print a copy of the npbst current BIR BTR, IDR, and EDU fromthe
MCTFS
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I ndi vi dual Records Menu, and MCTFS remarks screens 702-Pay Grade (enlisted
only), 905-Tinme Lost (if applicable), and 963-Career Sea Duty History, and

pl ace them on the docunent side of the service record prior to forwarding the
record. For Marines in the grade of sergeant and below, in addition to the
af orenenti oned documents, print and include the ROS 123-Conposite Score
remark screen.

7. \Wien a Marine dies, imediately FAX a copy of the npbst recent SGLI
election formto the CMC (MR). Wthin 48 hours, close out the service record
and mail to the CMC (MR). Clearly mark "DECEDENT RECORDS FOR CMC (MR)."
(When the death occurs outside CONUS or onboard ship, the service records
will be placed in the transfer case with the remains to ensure tinely

arrival in CONUS.) Service record close-out procedures include:

a. Reproducing a copy of the service record to facilitate casualty
processing at the Marine's unit.

b. Making page 3 entries per paragraph 4006.

c. Printing a copy of the nost current BIR BTR, IDR, and EDU fromthe
I ndi vi dual Records Menu and placing themon the docunent side of the service
record prior to forwarding

d. Printing a copy of the nobst current MCTFS remarks screens |isted

bel ow and placing them on the docunent side of the service record prior to
f orwar di ng:

(1) 702-Pay Grade (enlisted only);

(2) 905-Time Lost (if applicable);

(3) 963-Career Sea Duty History; and,

(4) 123-Conposite Score remark screen (sergeant and bel ow).
8. Upon death, discharge, or retirement fromthe Marine Corps Reserve or
when a reservist enlists/reenlists in the Regular Marine Corps, print a copy
of the BI R/BTR, ARCR, CRCR, and REDU from the individual Records Menu and

MCTFS renmarks screen 702 - Pay Grade (enlisted only), and 905-Tine Lost (if
appl i cable),
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and place themon the docunent side of the service record prior to forwarding
t he record.

9. Reproduce a copy of the #2 copy (Service-2) of the DD 214 and securely
place in the health record. Wen preparation of the DD 214 is not required
per instructions contained i n MARCORSEPMAN and the Marine will continue to
mai ntain a Reserve status, a sinple nmeno should be placed in the health
record that identifies the length of Reserve obligation and a statenent that
the health record should be returned to MCRSC by the DVA, SMRC. An exanple
of a meno foll ows:

From (Field Command hol di ng Heal th Record)
To: DVA, SMRC, PO Box 150950, St Louis, MO 63115-8950

Subj: HEALTH RECORD OF ( RANK/ NAME/ SSN RELAD DATE)

1. Forwarding of Health Record to CG MCRSC, 15303 Andrew Road,
Kansas City, MO 64147-1207. Individual's expiration of Reserve
obligation is (for enlisted personnel insert expiration of current
contract (ECC), Date for Reserve officers insert indefinite).

All health records will include a transmittal form (NAVMC 941) that includes
name, SSN, and rel ease date

10. MC (MR) or CO, NAMALA, will close out SRB/O 'RS and health records per

applicable rules in table 4-1 upon conclusion of necessary actions by the
respective offices.
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4002. SPECI AL | NSTRUCTI ONS
1. Lost or Mssing SRB's
a. Wen SRB's are | ost or mssing, acconplish the follow ng:

(1) Prepare a tenporary SRB as soon as needed but no later than 30
days after the loss is discovered. Include a cover and the pages necessary
to record the joining and subsequent events. Place the word "Tenporary” on

the cover and at the bottom of each page used in addition to name and SSN

(2) If a BIRBTR is not available, print one through MCTFS to assi st
in establishing the tenporary record.

(3) Make every effort to find the original book. [|f the Marine was
joined without an SRB, check with the command from which transferred and any
commands to which the Marine reported en route. For Marines evacuated froma
combat zone, conmply wi th paragraph 4002. 2.



(4) When an SRB has been missing for 90 days, or the steps taken per
par agr aph 4002.2 have not been successful, request a skeleton SRB fromthe

CMC (MMSB-10). In the request, state where and when the original SRB was
| ast seen, specific steps taken to find it, and the results. The CMC ( MVSB-
10) will provide a positive polarity mcrofiche. Conversion of the

m crofiche to paper is the responsibility of the requesting command. After
reconstructing the SRB, file the microfiche on the docunent side of the
record.

(5) If the mssing SRB is found, transfer any current additiona
pages or information fromthe tenporary record to the original SRB and
destroy the remai nder of the tenporary record. When pages are transferred,
line out the word "Tenporary."

(6) If the original SRB is found after the skeleton is received,
destroy the skeleton cover and enter the pages fromthe skeleton in the
original as set forth above.

(7) If the original SRB is found after a skeleton SRB is requested
but before it is received, informthe CMC (MVSB-10) imedi ately that the

nm ssing SRB has been found. Then, if the skeleton SRB is received, follow
procedures set forth in paragraph 4002.1a(5).
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b. Wen a Marine is to be separated in the i mediate future and the
SRB is missing or inconplete, contact the CMC (MMSB-10) for separation
information. G ve the Marine's nane, grade, and SSN
(1) The CMC (MvBB-10) will provide the follow ng information:
(a) Date and place of birth.

(b) Date reported for active duty and active duty tour |ength.
(Reserve personnel only.)

(c) Date of enlistnment.
(d) Term of enlistnment.
(e) Total active and inactive service for pay purposes.
(f) Character of discharge or separation to be issued.
(g) US. citizenship (yes or no)
(2) when the reply is received, enter the information in the SRB, or
if the SRBis lost, open a tenporary SRB. After obtaining other necessary

informati on fromthe MCTFS or the Marine, discharge or rel ease the Marine
to inactive duty.

c. Wien a Reserve activity joins a Marine who was rel eased to inactive
duty without a permanent SRB per paragraph 4002.1b, it will search for the



original book as required in paragraph 4002. 1la.

d. Wien a Marine dies and the original SRB is m ssing, open a tenporary
SRB and use it in closing out the record.

e. Wien a Marine violates parole and is returned to mlitary control for
confinenent, prepare a tenporary SRB as soon as needed. Prepare only a cover
and the pages necessary to record the joining and subsequent events until the
SRB is received. Place the word "Tenporary" on the cover and at the bottom
of each page prepared. Request the original SRB fromthe CMC (PCS-40).
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2. Service Records of Marines Evacuated from Conbat Areas

a. Wien Marines are engaged in conbat, the CMC nmay desi gnate one or nore
activities to act as clearing agencies for service records of Mrines who
cannot be | ocated after evacuation fromthe conbat area. When an activity
i s designated, use existing procedures to get the service record to the
organi zation to which the Marine is joined.

b. Overseas activities will transfer evacuees by service record to the
appropriate casualty administrator as set forth in the current directive that
desi gnates cl earing agencies and casualty administrators. Cite authority for
transfer in each case.

c. The casualty organization which first receives the service record of
an unl ocated evacuee will try to locate the Marine and forward the service
record to the parent organization. |f the Marine has not been |ocated after
30 days following transfer fromthe conbat unit, transfer the Marine by
service record to the designated clearing agency. |n those instances where
the casualty adm nistrator and the clearing agency are the sane activity, the
joining and transferring of Marines at the end of the 30 day period will not

apply.

d. When the clearing agency receives the service record, it will start
action to locate the Marine. |If the Marine is not found within 30 days, the
clearing agency will hold the service record and ask for | ocator service from
the CMC (MVBB-10). When the Marine is |ocated, forward the service record to
t hat organi zati on.

e. Commanders in CONUS will use the designated clearing agency to |locate
service records of evacuees with the casualty admi nistrator |isted as an
i nformati on addressee. Include in the request, the itinerary given by the
Marine or taken from any service records which are available. Place a copy
of the request in the Marine's tenporary service record. If the clearing
agency does not |locate the service record within 30 days, it will endorse
and return the request with any information that nay assi st the conmander
concer ned.

f. If a request for service records has been sent to a clearing agency
and the service record is received fromsonme other organization, notify the
cl eari ng agency and cancel the
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request. The clearing agency will in turn notify, by message, any other
organi zation to which the request nmay have been forwarded.

g. Wien a request is returned indicating that the clearing agency
cannot | ocate the original service record, the conmander of the organi zation
to which the Marine is joined will request a skeleton service record fromthe
CMC (MMSB-10), per paragraph 4002.1a. Do not request a skeleton service
record before the tracer action is conpleted. When an enmergency exists,
such as discharge or release fromactive duty in the i mediate future,
conply with paragraph 4002. 1b

4003. DETAI LED I NSTRUCTI ONS. See paragraphs 4006 through 4015 for detail ed
i nstructions on preparation, maintenance, and procedures for closing out
i ndi vi dual SRB pages.

4004. COVER (NAVMC 118A)

1. The organization to which a Marine is transferred by a recruiting
activity shall prepare the cover.

2. Enter the Marine's nanme (last nanme, first name, and middle initia

foll owed by such titles as "Jr.," "Sr.," or Roman nunerals ie "I1," "III,"
etc.) and SSN on the cover. When the first and m ddl e nane consists of two
initials, the first initial shall be placed in the "first name" portion of
the cover. Both initials shall be followed by a period. Reporting units may
affix a white gumred-1|abel produced through the UDMPS or a word processing
systemwi th | abel producing capabilities. Gunmed-labels will contain only
the identifying information indicated above. Any additional information is
prohi bited. When the label is used, affix it in the space provided for the

| ast nane.

3. The cover prepared at recruit depots for individuals under-going recruit
training contains information not authorized by the instructions in paragraph
4004. 2 above. The cover is affixed with a gunmed-| abel containing the

i ndi vidual's nane, platoon nunber, PEBD, DaB, and SSN which is authorized as
part of the information needed to facilitate expeditious handling/processing
of a recruit's service record while undergoing training. Organizations to
which a Marine is transferred fromrecruit
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training may continue to use the cover until it is rendered unserviceable.
4. Organizations effecting i mediate reenlistnment will continue to use the

present record by inserting the new enlistnent/reenlistnent docunent as the
first standard page, placing the old contract or enlistnment/reenlistnent
docunment and any extension agreenents thereto on the docunent side of the



SRB, and making the other required service record entries.

4005. ENLI STMENT/ REENLI STMENT DOCUMENT -- ARMED FORCES OF THE UNI TED STATES
(DD FORM 4) ( MAY85)

1. Scope of Instructions

a. The DD Form4 is the basic docunment establishing a | egal relationship
between the United States Government and the enlisted nenber of the Arned
Forces. That docunent is used for all original enlistments and reenlistnents
(i medi ate, continuous, or broken) in the Marine Corps or Mrine Corps
Reserve. The instructions contained herein apply to the preparati on and
distribution of the DD Form 4 for immedi ate reenlistnent in the Mrine Corps
and Marine Corps Reserve and certain reenlistnent in the Marine Corps Reserve
as a result of continuous or broken service as discussed in paragraph
4005. 1c.

b. Each Marine Corps recruiting station and/or Mlitary Entrance
Processing Station is responsible for original enlistnments and reenlistnents
as a result of continuous or broken service into the Regul ar establishment,
and original enlistnents into the Reserve establishnment.

c. Reserve organizations are customarily responsible for prior service
recruiting and reenlistnents as a result of continuous or broken service in
the Reserve establishment. Marine Corps Reserve organi zations are gui ded by
MCO P1100. 72 ( MPPM ENLPROC) and MCO P1040R. 35 (Marine Corps Reserve Career
Pl anni ng Gui de) for these purposes. Marine Corps commands in receipt of
those publications using the instructions contained herein, may effect
reenlistments into the Marine Corps Reserve as a result of continuous or
br oken servi ce.
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2. General Instructions

a. Use either a natural or all capitalization and spacing format in
preparing the form (The exanpl es shown below are for a docunent typed in
the natural capitalization format.) Do not m x methods of preparation
Type or word process the docunent using a ribbon which will produce bl ack
i mpressi ons capabl e of rendering each page of the docunent suitable for
reproduction by photographic or other duplicating process. Ensure all copies
are legible. Al signatures and initials are required on the original only
(renoval of the carbons is required prior to signature and any required
initials). Use black ink for signatures and initials. Take special care
to ensure that required itens are correctly conpleted wi thout typewiter

strikeovers. The Marine concerned and the reenlisting officer will initia
any erasures or corrections on all copies of the docunent. Erasures or
corrections to item5-"Date of Enlistment/Reenlistnent," item 8-(service

period of enlistnment, and pay grade), or any item(s) in Section
D-"Certification and Acceptance" and Section E-"Confirmation of Enlistnent
or Reenlistnment," are prohibited. Errors in these itens will necessitate
a conplete retype of the docunent.



b. Correct errors discovered after the i mediate reenlistment is
effected per the instructions contained in chapter 5 of this Manual

c. The service representative who accepts the Marine for inmediate
reenlistment will, prior to signing the conpleted form verify typed entries
on all copies and explain all applicable parts of the docunent to the Marine.

d. Enter all dates on the DD Form4 in year, nonth, day format. Dates
will showthe last two digits of the year, the two digit nonth, and the day
shown in two digits. For exanple: 960704.

3. Detailed Instructions. The follow ng preparation instructions apply to
i medi ate reenlistnments in the Marine Corps and Marine Corps Reserve only.
Contracts prepared on initial enlistees at the Mlitary Entrance Processing
Stations have separate conpletion instructions.

4-29
4005 | RAM
a. SECTION A - ENLI STEE/ REENLI STEE | DENTI FI CATI ON DATA

(1) Item1l -- Nane. Enter full last name (including conpound nane,
if applicable; i.e., nother's surnane for those Marines who use it in
conmbination with father's fanmly nanme), first nanme, mddle nanme(s), and any
suffixes such as Jr., Sr., IIl, etc. |If the Marine was given an initial or
initials rather than first and/or niddle nanme, enter such initial or
initials. |If there is no mddle name or initial, make no entry for the
m ddl e nane. Do not use punctuation of any sort including apostrophes,
peri ods, or hyphens. Spaces will not be inserted between sections of

conpound nanes nor used as a substitute for apostrophes or hyphens. For
exanpl e:

Freel and Jacquel i ne Doris Smith T Richard

Davis J T Brusek John Edward Jr

Loup M chael Gonzal esSegarra Hunberto Jorge

OBri en Ant hony Jerone (father's famly name) (nother's
sur name)

(2) Item2 -- Social Security Nunber. Enter the nine-digit SSN of
the Marine, separating divisions with a hyphen. For exanple: 126-22-2328.

(3) Item3 -- Hone of Record. Enter street, city, state, and zip
code that the Marine clainmed as | egal residence/permanent home of record upon
entering into a contract for service in the Marine Corps or Mrine Corps
Reserve. For exanple: 152 Water Ave, Lafayette, LA 70501. Per the
provi sions of the JFTR, effective on and after 1 January 1987, a Marine may
not change the home of record upon appoi ntnment/reappoi ntnment to conmm ssi oned
grade or reenlistment. Such changes are only authorized when there is a
break in service of nore than 1 full day. |f the home of record on the
enlistnment/reenlistment docunent, record of induction or appointnent
acceptance and record, is determned to be erroneous, approval of the CMC
(MVSB-10) is required before correcting the docunent. (See MCO F1080. 40,
MCTFSPRI M and JFTR, appendix A, part 1, H.)

(4) Item4 -- Place of Enlistment/Reenlistment. "X' out the word



"ENLI STMENT." Enter the organization, city, and state where the reenlistnent
took place. Abbreviations my be used. For exanple: COA, HgBn, HQWVC,
ARLVA.
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(5) Item5 -- Date of Enlistnent/Reenlistnent. "X' out the word
"ENLI STMENT." Enter effective date (the effective date of reenlistnment is
the comrencenent date of the contract). Enter in year, nonth, and day
sequence. For exanple: 961010.

(6) Item6 -- Date of Birth. Enter in year, nonth, and day
sequence. For exanple: 540614.

(7) Item7 -- Prev M| Svc Upon Enl/Reenl. No entries required.
Leave this item bl ank

b. SECTION B - ACREEMENTS

(1) Item8. Immediately following the words "I am" "X" out the
word "enlisting." In the space provided, enter Marine Corps or Marine Corps
Reserve, followed by the Arabic nuneral which represents the period of years
for which enlisting. Exanple: "4". Enter in the space provided, the pay

grade in which reenlisting. Exanple: E-7. |In the next sentence, "X' out
the word "enlistment"” and in the space provided for annex(es), enter "None"
in the case of all immediate reenlistnents.
(2) Item8a -- For Enlistnent in a Delayed Entry/Enlistnent Program
(DEP). Draw a diagonal |ine across this itemfor other than DEP enlistnents.
(3) Item8b -- Remarks. Type "None" or one of the appropriate entry

(ies) that apply. The entry(ies) should appear on all copies of the DD Form
4.

(a) For inmediate reenlistnents where the LSL is the only
nonetary entitlement involved, and provided the Marine does not elect paynent
of LSL, enter the followi ng statenment to substantiate the nonel ection of the
LSL paynent: "I do not desire paynent of ny |unp-sum | eave."

(b) For inmediate reenlistnents where the Marine has an advance
| eave bal ance; the advance | eave bal ance is 30 days or |ess; the Marine does
not elect to convert the advance | eave bal ance to excess | eave; and the
Marine elects to carry forward the advance | eave bal ance to the new period
of service; enter the follow ng statement to substantiate the carry-forward
election: "I elect to carry ny entire advance | eave bal ance forward to ny
new period of service."
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(c) For inmediate reenlistnents where | ateral movenent is
i nvol ved, type the follow ng statement: "I understand that this reenlistnent



contract is contingent upon successful conpletion of the training requirenment
for MOS __ . Should | fail to conplete the training requirenent for MOS __ |,
| may be separated fromthe Marine Corps."

(4) Item8c. Al Mrines reenlisting will initial in the space
provided. Initials will appear on the original docunment only. |Inmmediately
following the words "Initial of," "X' out the word "Enlistee."

c. SECTION C - PARTI AL STATEMENT OF EXI STI NG UNI TED STATES LAWS

(1) Item9 -- For all Enlistees or Reenlistees. Have the reenlistee
read the material in item?9.

(2) Item10 -- Mlitary Service Ooligation for all Menbers of the
Active and Reserve Conponents. Including the National Guard. Have the
reenlistee read the material in item 10

(3) Item 11 -- For Enlistees/Reenlistees in the Navy or Marine
Corps. Have the reenlistee read the material in item 11.

(4) Item12 -- For Al Male Applicants. Have the reenlistee (male
only) read the material in item 12

d. SECTION D - CERTI FI CATI ON AND ACCEPTANCE

(1) Item 13a. Draw a diagonal line across the acceptance portion in
the case of immediate reenlistnent. "X' out the word "enlistee," and, if
none is the appropriate answer, have the Marine "X" the bl ock "NONE" and
pl ace his/her initials on the line provided. Record reenlistnent
i ncentive(s) on page 11 of the service record as required by paragraph 4012.

(2) Itens 13b and 13c -- Signature of Enlistee/Reenlistee and Date
Signed. Immediately follow ng the words "SI GNATURE OF " X" out the word
"ENLI STEE." The Marine will sign full nane and enter the date in year,
nmont h, and day sequence on the original docunent only. The date in item 13c
nmust agree with the date entered in item 14f. Exanple: 961010.

4-32

| RAM 4005

(3) Item l1l4a. In the space provided, enter Marine Corps or Mrine
Corps Reserve as appropriate.

(4) Itens 14b - 14g -- Service Representative Information. Enter
the name in last nanme, first nane, and mddle initial sequence, pay grade
(for exanple: E-8), organization, date signed (for exanple: 961010), and
organi zati on address of the service representative accepting the Marine for
reenlistment in the appropriate blocks. The date in item 14f nust agree
with the date entered in item 13c.

(5) Item 14e -- Signature of the Service Representative. Prior to
signing, the service representative will verify correctness of entries and
explain all applicable paragraphs of the reenlistnent docunent to the
reenlistee. The service representative identified initem14b will sign in



first nane, mddle initial, and | ast nane sequence (initials and |ast nane
are acceptable) on the original docunent only.

e. SECTION E - CONFI RMATI ON OF ENLI STMENT OR REENLI STMENT

(1) Item15. Imediately following the letter "I," in the space
provi ded, type the Marine's full first, mddle, |ast nane and any suffix as
shown in item 1Bb. Do not use punctuation of any sort, including periods or
dashes. For Marines who elect to affirmtheir oath rather than swear to it,
strike out the words "swear or" in the body of the oath and the words "So
help me God" at the end of the oath on page 4/2 of the DD Form 4. The
of ficial who reads the words aloud will onmt the stricken words.

(2) Item16. No entry required. Draw a diagonal line across this
item

(3) Item17. No entry required. Draw a diagonal line across this
item

(4) Item 18a and 18b -- Signature of Enlistee Reenlistee and Date
Signed. "X' out the word "ENLISTEE." The Marine will sign full nanme and
enter the date in year, nonth, and day sequence on the original docunent
only. Exanple: 961010. The date in this itemnust agree with the date
initem19f. (See note 1, 2, or 3, as appropriate.)
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(5) Iteml9a. Wrd(s) stricken fromthe reenlistnment oath (item 15)
shoul d al so be stricken fromthe reenlisting officer's statenent

(6) Itens 19b - 19g -- Enlistnment/Reenlistment O ficer Informtion
Enter the nanme of the reenlisting officer who adninistered the oath of
reenlistment (last nanme, first name, and middle initial sequence), pay grade
(for exanple: 05), organization, date signed (in year, nmonth, and day
sequence: for exanple: 961010), and organi zati onal address in the
appropriate blocks. The reenlisting officer will sign in first nane, mddle
initial, and | ast nanme sequence (initials and | ast nanme are acceptable) on
the original docunent only. The date entered in item 19f nust agree with
the date in 18b. (See note 1, 2, or 3.)

NOTE 1: In the case of all reenlistnents of Marines on active duty,
admi nister the reenlistnment oath a day in advance of the effective
date of reenlistment. 1In the event the effective date of
reenlistment is on a Monday or another day following a 2 or 3 day
hol i day period, the reenlistnent oath nmay be adm nistered on the
| ast working day i mmedi ately preceding the weekend or holiday
peri od.

NOTE 2: In the case of Marine Corps reservists not on active duty who
reenlist in the Marine Corps Reserve, the reenlistnment oath nmay be
admi ni stered up to 30 days in advance of the effective date of
reenlistnent and entered in item5 of the DD Form 4

NOTE 3: In the case of active duty Marines being di scharged who want to



reenlist in the Marine Corps Reserve, the reenlistnment oath may be
adm nistered up to 30 days in advance of the effective date of
reenlistment entered in item5 of the DD Form 4. Marines taking

| eave awaiting separation may be sworn into the Marine Corps Reserve
i medi ately prior to the start of leave with the effective date of
reenlistment on the day follow ng date of discharge in item5 of DD
Form 4. This reenlistnment nust be reported into MCTFS when the
contract is signed with the effective date as that shown in bl ock

5 of DD Form 4.

4. Disposition Instructions. Distribute copies of enlistnent/reenlistnent
docunent as shown in table 4-2.
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NOTES:

1. Actions involving imrediate reenlistments into the Marine Corps or Marine
Corps Reserve are acconplished by the unit holding the Marine's SRB

2. There is no requirenent to prepare a DD Form 1966, Application for
Enlistment--Armed Forces of the United States, on i mediate reenlistnents
in the Mari ne Corps or Marine Corps Reserve.

3. DD Form 1966, Application for Enlistment--Armed Forces of the United
States, nust be prepared for all original enlistrments and reenlistnents in
the Marine Corps Reserve as a result of continuous or broken service (refer
to MCO P1040. 31 and MCO P1040R. 35 for definition of continuous/broken
reenlistment).

4. Forward a reproduced copy of any rebuttal statements to derogatory
adm nistrative remark entries along with the page 11 which contains the
entry.

4006. CHRONOLOGI CAL RECORD ( NAVMC 118(3))

1. This is a standard page designed for recording in chronol ogi cal sequence,
the events or duties perforned by a Marine fromtine of conm ssioning or
enlistnment, through and including, conplete severance fromthe Marine Corps
or Marine Corps Reserve. The chronological record of a Marine is inportant
because it is a historical recording of assignnments docunented in the
sequence of occurrence. Beginning with recruit training/OCS, naintain the
chronol ogi cal record followi ng the Marine's assignment sequence using the
prescri bed NAVMC form \Whenever page 3 is full, or a new version is

prescri bed, prepare a suppl enental page per the instructions contained in



par agraph 4001.2b. Line out the unused portion of the page to preclude
further entries after the suppl emental page has been added. Place the

suppl enental page behind the full or closed-out pages in the appropriate

| abel ed sequence, to include any NAVMC 118(3) (Rev. 6-62) or earlier versions
of this form which have a conbination of chronol ogical information, genera
mlitary subjects (essential subjects), and conduct and duty proficiency
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mar ki ngs that are now automated and reported by unit diary entry. Upon

i medi ate reenlistnment, reproduce the chronol ogi cal Record page(s) containing
entries subsequent to the last enlistnent and forward the copy(ies) with the
original of the enlistnent/reenlistnment docunment as directed in table 4-2,
colum B. Use all upper case typeface when neking entries. The use of
abbrevi ati ons and/ or acronyns i s encouraged.

2. Unit/Organi zation. Record nane of the organization, to include
battalion which the Marine is assigned for primary duty and the reporting
unit code (RUC) and nonitored command code (MCC) for the Regul ar

establishment. SMCR units will include the RUC of the Reserve unit and not
that of the Inspector-Instructor staff. Record unit/organization entries
with all lines starting at the left margin or the first line starting at the

| eft margin and second and subsequent |ines indented one space. For exanple:

2DBN 6 THVAR 2DMARDI V HQCO 23DMAR 4THMARDI V
FMF CAMLEJ NC FMF USMCR SAN BRUNO CA
RUC12220 MCC V26 RUC 14101

3. Upon redesignation of an organization, record new organi zation title,
address, RUC, MCC, effective date, and authority. No other entries are
required in the primary duty and remarks colums. For exanpl e:

VMGR- 2

SANTA SANTA ANA

EL TORO CA MCC G37

RUC 02003 MCC 023

EFF DATE: 905150

AUTH: Co, MCCDC MSG 140814Z APR97

4. Primary Duty. The primary duty will reflect the abbrevi ated descriptive
title of only the primary duty and billet mlitary occupational specialty
(BMOS). For Marines attending recruit training and MCT, use the BMOS 9900
and for Marines attending a formal school use the intended nmilitary
occupational specialty (IMOS) as the primary duty. See MCO P1080. 40,
MCTFSPRI M During periods of nonduty such as confinenent, unauthorized
absence, and in hands of civil authorities, the BMOS or IMOS is omtted.

The omission is supported by the remarks entry reflecting the nonduty
status. For Marines joined to the IRR, ont the BMOS
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Whenever a Marine is assigned or reassigned a primary duty, record the
abbreviated job title and the BMOS of the duty perfornmed. Upon conpletion
of each duty assignment, record in parentheses, inmmediately after the BMOS
t he nunber of nonths such duty was perforned. Wen a Marine is declared a
deserter, close out the nunber of nonths in primary duty as of the date of
action on declaration. Count periods of 16 days or nore as a full nonth.

5. Remarks. Use the remarks portion of this page for entering the effective
date of such occurrences as joins, transfers, reassignnments, discharge,
retirement, resignation, hospitalization, and death. Precede all entries
with the date(s) of the occurrence. Although table 4-3 provides entry
configurations, an exact format is not prescribed for the remarks entries.
Entry conposition should contain sufficient information to reflect the
general purpose of the entry. The transfer entry will include the MCC to
which the Marine is directed for duty as cited in the PCS/ PCA orders.

Record conpany/battery assignnments in this portion of page 3 for the Regul ar
establishnent only.

a. There are no recording requirenents when a Marine is discharged for
the purpose of inmediate reenlistnent, upon a Marine's executing an extension
of enlistnment, or on the effective date of an extension of enlistment.

b. Periods of additional or tenporary additional duty in excess of 30
days, tenporary additional duty under instruction as a student in a fornmal
school, as defined in MCO P1080. 20, for any period, and assignnent to the
Fl eet Marine Corps Personnel Assistance Program (FAP), are occurrences which
are to be recorded as remarks and will include a comencenent and term nation
date. When tenporary duty or tenporary additional duty of a Marine is
term nated, record in parentheses the nunber of nmonths such duty was
performed in the primary duty columm inmediately foll owi ng the BMOS

c. Leave periods and periods of nonduty such as proceed, delay, and
travel are not recorded on the chronological record. For periods of nonduty
such as confinement, unauthorized absence in excess of 24 hours, desertion
in hands of civil authorities (IHCA), in hands of foreign authorities (IHFA),
etc., record the commencenent and return date of such periods. Wen a Marine
is dropped or declared a deserter, the action date is nornmally the 31st day.
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d. Wien a Marine officer or enlisted Marine is assigned additiona
duties, record the date assigned, and the additional duty abbreviated title
in the remarks section. Wen the additional duty is termnated, record the
nunber of months such duty was performed in parentheses. Count periods of
16 days or nore as a full nonth.

e. Wien other additional entries are required by the same organi zation
it is acceptable to onit the repeating of the organi zational nane, RUC, and
MCC.

f. \When Marines are perform ng duties away fromtheir parent
organi zati on, and an occurrence for a chronol ogical record entry arises,
the remarks portion of the entry will contain the name, RUC, and the MCC
of the organization making the entry.



g. For nmenbers of the Marine Corps Reserve, nmake entries to reflect
recruit training and all periods of active duty over 30 days, and annua
t rai ni ng.

h. For both active and Reserve menbers, the remarks col um shoul d
contain the entry "YYMVDD ASG FST/ MOJT/ QJT", as appropriate. The commmanders
nmust screen the service records to ensure the assignment of an MOS above the
basic |l evel within the authorized training time prescribed. MO P1000.6 and
MCO 1500. 31 appl y.

6. A decision logic table for recording chronol ogical al record entries is
provided in table 4-3. The decision |ogic table shows the occasi ons nost

commonly requiring entries but is not all inclusive.
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TABLE

TABLE

TABLE

TABLE

TABLE

NOTES.:

1. SMCR units wll

4-3

4-3

4-3

4-43

4- 43

4- 43

-1 Staff.

2. Round total

of nmonths to nearest whol e nonth;

i nclude the RUC of the Reserve unit and not that of the

1 nonth and



15 days = 1 nonth; 1 nonth and 16 days = 2 nonths. Record periods of 15
days or less as "00."

3. Upon transfer, enter the total nunber of nonths the Marine was assi gned
any additional duties in the space provided in parentheses after the
addi tional duty description.

4. Enter the total nunber of nmonths in the primary duty in the space

provi ded (excludi ng periods of non-duty). The close out is done on the 31st
day of absence. Do not include the 30 days of absence in computing tota
nunber of months. The cut-oft date for conputing the number of nonths in
the primary duty is the day prior to the date the absence commenced.

5. Additional entries nmay be required dependi ng upon how the Marine returns
fromdesertion, i.e., apprehended, returns under guard, etc., and whether or
not the Marine is confined IHCA/ I HFA prior to return to mlitary control, or
confined by mlitary authority prior to return to duty. Additional entries
whi ch may be required are:

a. (1) TO (2) APRND (1 HCA) (1 HFA)

(1) Date of apprehension.

(2) Date is day prior to date of return to m| control
b. (1) DEL UNDER GD

(1) Date of return to mlitary control
c. (1) TO (2) CNFD

(1) Date Marine confined shown in the NAVPERS 16640/ 4.

(2) Date Marine is released from confinement as indicated in the
DD Form 367, Prisoner Rel ease Order.

6. Per paragraphs 3007.3a and 4012.3a, an Admi nistrative Remarks page entry
is required when a Marine is | HCA/ | HFA.
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4007. RECORD OF SERVI CE ( ROS)

1. The ROS is a conputer-generated page which was designed to replace the
Mar ki ngs Page, NAVMC 118(23) in the SRB. There is no a requirenent to
prepare and maintain page 23 on recruit and initial skills trainees
undergoing training of 6 weeks or less. Recruit depots and 1ST sites

will continue to report the conduct and duty proficiency marks by unit
diary entry upon conpletion of recruit training and 1ST. No nmnua
recording of these nmarks is required except as provided in paragraph
4007.4. Reporting the conduct and duty proficiency markings into the
MCTFS by unit diary entry provides the data for producing the ROS. Retain
any NAVMC 118(3) (Rev. 6-62) or earlier versions of this form which have a
conbi nati on of chronol ogical information, general military subjects



(essential subjects), and conduct and duty proficiency markings as a
standard page for chronol ogi cal purposes. (See paragraph 4006.1.)

2. The RCS provides the commander with a visual reference of previously
reported conduct and duty proficiency marki ngs and the averages of those
mar ki ngs for the tine in grade, enlistnent, and service. The data reported
to support the ROS is used to automatically conpute conposite scores for

| ance corporals and corporals. Conposite scores generated by the MCTFS
appear on the Marine's ROS. |If a current ROS is unavail able, viewthe
Marine's current conputer-generated conposite score on the Video Inquiry
System (VIS). Except during recruit training, MCT, and 1ST (when 1ST is |ess
than 6 weeks in length), print the ROS each time markings are reported and
processed in MCTFS or request a ROS, when required, if the unit does not have
on-line print capability (see the MCTFSPRIM. \Were 1ST exceeds 6 weeks in

I ength, the 1ST site will print/request a ROS for filing in the SRB. \here
1ST is less than 6 weeks in length, the Marine's first permanent duty station
following recruit training and 1ST will print/request an ROS for filing in

t he SRB.

3. Table 4-4 prescribes occasions requiring the reporting of conduct and
duty proficiency markings. Rules 3 through 6 of the Table pertain to

i ndi vidual TAD only. Participation in the UDP, field exercises, and other
small unit deploynents (TAD in excess of 30 days) where unit integrity is
mai nt ai ned, does not require the assignnment of conduct and duty proficiency
mar ks. Using the occasion code provided in colum E for the respective
rules, prepare a unit diary entry as prescribed in the MCTFSPRI M
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a. Upon Promotion to Corporal and Sergeant. The "TO' date is the day
prior to the date of rank. Wen the pronotion to corporal or sergeant and
the sem annual / annual (SA/ AN) mar ki ng period coincide (1st of February and
August for Regular Marines or the 1st of January for Reserve Marines), the
promotion (PR) markings will take precedence over the SA/ AN marki ngs
requirenent. In this particular case, do not report SA/ AN marKki ngs.

b. Wen the effective date of any other reporting occasion coincides
with the SA/AN nmarking period; i.e., 31st of January, July or Decenber, the
reporting occasion (TR, AT, etc.) will take precedence. Do not report
SA/ AN mar ki ngs.

c. School Conpletion (SC) and Transfer (TR) Marks. When the occasion
requires the assignnent of SC conduct and duty proficiency marks upon
conpl etion of formal school, and the Marine is transferred sinultaneously,
the TR occasion will take precedence. For personnel who are assigned SC
mar ks and are retained pending transfer/reassignnent, report the TR marks
as NA if the transfer/reassignnent occurs within 90 days of the SC narks.

(1) Attendees of a Single Formal School in a TEMNS Status. Assign
SC marks to personnel attending a single course of instruction at a fornmal

school that exceeds 90 cal endar days upon conpletion of the course. |[If the
course is 30 days or less, conduct and duty proficiency marks are assigned at
the option of the commander. |If the option is exercised, report SC marks on

all students (corporal and below) completing the course.



(2) Attendees of Miultiple Formal Schools at the Sane Site. For
personnel undergoing nultiple courses of instruction (for exanple, Lega
Admin is followed by the Unit Diary Clerk course), SC marks are required
only if the prerequisite course(s) exceed(s) 90 cal endar days in |ength.

4. Except during recruit training, MCT, and 1ST (where 1ST is less than 6
weeks in length), annotate the marks assi gned on any occasion that requires
a command to close out and forward the SRB; i.e., transfer, permanent change
of assignnent (i.e., reassignnment), PCS, TAD excess, discharge, release from
active duty, assignment to active duty, (i.e.,EAD, AR, etc.) and accession
into MCTFS, etc., in pen/ink on the ROS currently in

4-52
| RAM 4007

the SRB. An individual authorized to sign SRB entries will authenticate the
annotated marks. If desired, annotate marks on the ROS on occasi ons ot her
than menti oned above as a conveni ence in maintaining a current conduct and
duty proficiency record. No authentication is required on these marks. Do
not type entries on the RCS. The unit diary entry supports the recordkeeping
requi renent, pending receipt or printing of the next updated ROS. Retain
only the latest ROS as a standard page. Wen a Marine is pronoted to
sergeant, place the ROS produced as a result of the pronption, on the
docunent side of the SRB for pernmanent retention

5. Filing Instructions
a. Regul ar conponent

(1) where 1ST exceeds 6 weeks in length, the 1ST site will print/
request a ROS. Upon printing or receipt, insert the ROS as a standard page
in the SRB.

(2) where 1ST is less than 6 weeks in length, the Marine's first
per manent duty station followi ng recruit training, MCT, and 1ST will print/
request a ROS. Upon printing or receipt, insert the ROS as a standard page
in the SRB.

b. Reserve conponent. For nenbers of the Ready Reserve rel eased from
active duty and transferred to their parent SMCR unit, the joining SMCR unit
will print/request a ROS within 30 days of joining. Upon printing or receipt
insert the ROS as a standard page in the SRB
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NOTES:

1. Do not renove the conduct mark of "C' resulting from declaration of
desertion where the Marine is tried for desertion and is convicted of either
desertion or the |l esser included offense of UA, tried and convicted of UA, or
received NJP for UA. Delete a conduct mark of "0" resulting fromdeclaration
of desertion if the entry was nade as the result of an administrative error
i.e., the entry should not have been nmade originally, or if the Marine is
|ater acquitted by court-martial of the absence which caused the declaration
of desertion. The entry is deleted as erroneous in MCTFS per MCTFSPRIM The
"PD" markings remain. Report subsequent conduct and duty proficiency marks
on the occasions stipul at ed.

2. Marines in this category will receive two sets of marks (SA and SC) for
formal school attendance.

3. |If the Marine attends annual training within 90 days of the effective
date for reporting annual marks, report AN marks. |If the Marine receives
mar ks for any other occasion within 90 days of the effective date for
reporting annual marks, report AN marks of NA. If the effective date for
annual marks coincides with any reporting occasion other than PR or TR, AN
marks wi Il take precedence.

4. Use the follow ng occasi on codes when reporting conduct and duty
proficiency markings into the MCTFS.

CODE
OCCASI ONS REGULAR  RESERVE

Tr ansfer TR TR
Assignment to Active Duty (Reserve)



Assignnent to Involuntary Active Duty (Reserve)
Rel ease from Active Duty

Rel ease from EAD, AR, etc. (Reserve)

Conmpl etion of Initial Skill Training

Conpl etion of recruit training

Tenporary Disability Retired List (TDRL) DL DL
Di schar ge DC DC
Promotion to Corporal or Sergeant PR PR
Reduct i on RD RD
Decl ared Deserter (first day of UA period) DD - -
Last Day Prior to Declaring Deserter PD - -
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OCCASI ONS (cont.)

CODE
REGULAR RESERVE

To TAD D --
TAD Conpl et e TC - -
Change of Primary Duty CD CD
Servi ce School Conpletion SC SC
Seni annual SA --
Annual -- AN
Conpl etion of Annual Training - - AT
Recomrended (See MCO Pl 400. 32.) RE RE
5. If the effective date for TR marks coi ncides with the requirenent to
report SA marks, TR marks will take precedence.
6. Conduct Markings

a. In addition to observance of the letter of |aw and regul ati ons,

conduct includes conformance to accepted usage and custom and positive
contributions to unit and Corps. General bearing, attitude, interest,
reliability, courtesy, cooperation, obedience, adaptability, influence on
others, noral fitness, physical fitness as effected by clean and tenperate
habits, and participation in unit activities not related directly to unit

m ssion, are all factors of conduct and should be considered in evaluating

the Marine. The mark assigned, after consideration of these qualities and,

if necessary, consultation with the officer or senior noncomm ssioned officer
who supervises the Marine's performance of duty, should represent a fair

obj ective evaluation of the Marine's conduct for the marking period. ASSI GNVENT
TO THE WVEI GHT CONTROL PROGRAM | S ANOTHER FACTOR WHI CH SHOULD BE CONSI DERED WHEN
ASSI GNI NG CONDUCT MARKS.

b. In addition to the standards listed in the table below, the follow ng
general guidance applies to the assignnment of conduct nmarks to Marines upon
successful conpletion of recruit training:

(1) Cenerally, arecruit will receive a conduct mark in the 4.0-4.4
range. As an exanple, an average recruit would receive a conduct mark of
4. 2. A recruit receiving nonjudicial punishment (NJP) will normally be

assigned a conduct mark bel ow 4.0.
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(2) Recruits who receive a neritorious pronotion, or are of
meritorious pronotion caliber for their efforts in recruit training, wll
receive a conduct mark in the 4.5-4.8 range.

(3) Arecruit who is selected as a platoon or series honor graduate
will receive a conduct mark in the 4.9-5.0 range.

c. Use the foll ow ng general guidance and standards in assigning
conduct marks; however, full discretion is |left to conmanders in assigning
mar ks outsi de these standards for good and sufficient reasons. Base
assi gnment of marks subsequent to the assignment of reduction marks for a
punitive reduction upon the Marine's conduct in the current grade. Do not
consi der the NJP that awarded the reduction during a subsequent marking
period. Docunent the assignnment of a conduct mark below 4.0 for any reason
other than court-martial or NJP (where no reduction was awarded) by a nape
11 entry.
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7. Duty proficiency Marks
a. |In assigning duty proficiency marks, use a scale of zero to five.

The mark should indicate how well a Marine performed the primary duty during
the marking period. |In addition to technical skills and specialized

know edge, relating to duty proficiency narks, the "whole Marine concept”
nmust be considered. Such attributes as nission acconplishnment, |eadership
intellect and wi sdom individual character, physical fitness, persona
appearance, and conpl etion of professional mlitary education, Marine Corps
Institute courses, and off duty education should al so be eval uated and

i ncorporated into the duty proficiency mark. Due all owance shoul d be nade
when a Marine is filling a billet inconsistent with the Marine's grade. The
commander should consult with the officer or senior noncomm ssioned officer
who supervises the Marine's performance of duty prior to assigning duty
proficiency marks.

b. In addition to the standards listed in the table below, the follow ng
gui dance applies to assignnent of duty proficiency marks to Marines upon
successful conpletion of recruit training based on a |l evel of performance
achieved in the areas of marksmanshi p, water survival, close order drill,
physi cal fitness, academ c tests, and inspections.



(1) The majority of duty proficiency marks will be in the 4.0-4.4
range. As an exanple, an average recruit would receive a duty proficiency
mar k of 4. 2.

(2) Recruits who receive a neritorious pronotion, or are of
meritorious pronotion caliber for efforts in recruit training, will receive
a duty proficiency mark in the 4.5-4.8 range.

(3) Arecruit who is selected as a platoon or series honor graduate
will receive a duty proficiency mark in the 4.9-5.0 range.

c. Use the follow ng guidance and standards in assigning duty
proficiency marks; however, full discretionis left to commanders in
assigning marks outside these standards for good and sufficient reasons.
Docunment a duty proficiency mark below 3.0 by a brief page 11 entry.
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4008. M LITARY AND CI VI LI AN OCCUPATI ONAL SPECI ALTI ES, EDUCATI ON COURSES;
TECHNI CAL TRAI NI NG AND TESTS COVPLETED (NAVMC 118 (BA)). Page 8a is designed
for recording military and civilian occupational specialties and skills,
civilian education, service schools, technical training, correspondence
courses, educational exam nation results, and special qualifications for

al | Marines.

1. Mlitary Cccupational Specialties. The MOS nunmber is a code nunber for
reference and record purposes, which identifies a nunber of skills necessary
in ajob. For a conplete definition and a listing of the skills and
capabilities which a Marine nust have in order to qualify for each MOS, see
MCO P1200. 7, MOS Manual. This section is designed for recording primry MOS
(PMOS) and first two additional MOS(s) (AMOS) only. (Each Marine may

accunmul ate a total of 12 additional MOSs. AMOS 3 through 12 will be inserted
in the Remarks Section denoting: AMOS, Date Awarded and Authority.) Mke
entries in this section as instructed bel ow.

a. Under "Date,” record in six-digit numerical format the year, nonth,
and day that the PMOS or AMOS i s assigned.

b. Under "Primary MOS," record the code nunber of the PMOS upon
assignment. When the assignnent results in a change of PMOS, delete the old
PMOS and any related | ower | evel AMOS(s) where skills are covered by the new
PMOS with a thin-inked |ine.

c. Under "Additional MOS," record the code nunber of the AMOS upon
assignnment. Enter the code nunber in the appropriate colum to indicate



whet her the AMOS is the first or second AMOS. Delete any related | ower
| evel AMOS(s) with a thin-inked Iine when skills are covered by the new
AMOS assi gned.

d. Under "Title of MOS," record the title of the MOS as set forth in
MCO P1200. 7, MOS Manual. Use of abbreviated title is encouraged.

e. Under "Authority":

(1) When the entry is a change the commuandi ng officer is authorized
to effect, or when the change is directed by a commander other than the CMC,
cite the appropriate paragraph in MCO P1000.6, ACTS Manual or MCO P1000R. 1,
MCRAMM as appropriate, which authorized the change.
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(2) When the entry is a change authorized or directed by higher
authority, reference the comuni cati on which authorized the change; for
exanple: CMC Itr__ , DFR___ etc. Units will receive MOS changes entered
by HQMC on their DFR. Cite the DFR and MCTFS cycl e nunber as the authority.
For exanple, the authority for an MOS appearing on the DFR for MCTFS cycle

001 in cal endar year 1996 is recorded as: DFR CYC 001-96.

f. \Wen a PMOS or AMOS is voided for other than the reason stated in
par agraph 4010. 1b or 4010.1c, delete the MOS with a thin-inked |ine and
record under "Remarks," the MOS, the date, the reason, and the specific
par agr aph contained in the Marine Corps or CMC directive authorizing the
action; e.g., 0171 voided 961216 disqualified--too |long away fromthe job,
CMC Itr 1200 over MMVEA of 1 Dec 96.

2. Civilian Education (Recruit Adnin)

a. The following instructions apply to entries opposite "G ammr
School ":

(1) Under "No. Years," record the nunber of years granmar schoo
successfully conpleted. For this purpose, grammar school is defined as
grades 1 through 8. Record a single senester as a half year

(2) Check appropriate colum under "G aduate".

(3) Under "Year Left School," record the | ast cal endar year of
att endance.

b. Instructions for entries opposite "Hi gh School "

(1) Under "Major Subject," record one of the follow ng fields of
study: Academic, a course generally designed to prepare a student for
col | ege; Vocational, courses in nechanical arts, industrial arts, etc.
Agricultural, courses in agricultural arts and sciences.

(2) Under "No. Years," record the total number of years of high
school successfully conpleted to the nearest half year. For this purpose,
hi gh school is defined as grades 9 through 12. Record conpletion as 4 years;



2 senmesters as 1 year; 1 senester as 1/2 year
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(3) Check appropriate colum under "Graduate."

(4) Under "Year Left School," record | ast cal endar year of
at t endance.

(5) If a Marine attai ned a high school diplom, a state high schoo
equi val ency certificate, or equival ency di pl oma based on satisfactory GED
testing, nmake an appropriate entry under the "Remarks" section. For exanple,
"Received High School Equivalency Certificate" issued by Ofice of the
Superintendent of Public Instruction, State of Illinois, Decenmber 1996," or
"Received 'Merril High School Diplom' issued by Town of Merril, State of
Mai ne, January 1997."

c. Instructions for entries opposite "College-University": (Show
education received at the Naval, Arny, Air Force, or Coast Guard Acadeni es
t he Naval Post-Graduate School, and the United States Air Force Institute
of Technol ogy as col |l ege-university education.)

(1) Under "Major Subject," record the magjor field of study. For
Servi ce acadeny graduates, record USNA, USMA, USAFA, or USCGA, as applicable
If nmore than one major field exists for any degree, record the other field(s)
in the "Trade-Busi ness" block and |ine out the caption

(2) Under "No. Years," record the total nunber of years or work
successfully conpleted to the nearest half year. Record the conpletion of
requi renents for a baccal aureate degree as 4 years; requirenents for an
associ ates degree as 2 years; 2 semesters as 1 year; 1 semester as 1/2 year

(3) under "Graduate" enter a check under "No" if the Marine did not
graduate; or if the Marine graduated, enter the degree received under "Yes"
(e.g., BA, BS, MA, PhD, etc.); when the Marine has received nore than one
degree, enter the highest degree attained in this space, and enter the other
degree(s) on the |ine below "Trade-Busi ness" or continue the information in
the "Remarks" section.

(4) under "Year Left School," record | ast cal endar year of
att endance.
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d. Instructions for entries opposite "Trade-Busi ness": (Record any
speci al i zed courses taken at a technical, trade or business school; high
school or college, which are not counted as credits towards graduation from
hi gh school or college.)

(1) under "Major Subject,” record the course or particular subject
t aken.



(2) under "No. Years," record the nunber of years of attendance to
the nearest quarter year

(3) under "Graduate," indicate by an "X" in the proper colum to
show whet her or not a certificate or diploma of any kind was awarded.

(4) under "Year Left School," record | ast cal endar year of
att endance.

e. Wien new civilian education information is received, report the
i nformati on i nto MCTFS per MCO P1080.40, MCTFSPRIM as appropriate.
Whenever such information indicates a change in educational |evel, report
new educational level into MCTFS, as appropriate. There is no |longer a
requi renent to update the civilian education informati on on page 8a.
The reporting of the information into MCTFS is considered sufficient
docunent ati on.

3. Civilian Occupation. Upon enlistnment or reenlistment of prior service
Marines, determine the primary civilian occupati on by wei ghing jobs perforned
by the individual against each other, giving consideration to such factors
as: t he occupation the individual considers as the primary civilian
occupation, and the occupation the individual considers as a secondary
civilian occupation; length of time on job; recentness of experience; degree
of skill required; background of experience or education required; and degree
of authority or responsibility. Mke entries as foll ows:

a. Job Title. Record the appropriate job title as shown in the
Dictionary of Occupational Titles (D.O T.) and nunber of years experience.
If the individual did not have a civilian job, enter: "NONE. "

b. Duties. Record the three-digit D.O T. code nunber indicating
di vision of the category under which the occupation falls. In the exanple
bel ow, "waiter, waitress, and related
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food-service occupations" is a division of category 31, "food and beverage

preparati on and service occupations"; the appropriate division code nunber
is 311. If "NONE" is indicated under Job Title, enter 000.

Cl VI LI AN OCCUPATI ON

JOB TITLE Waiter 2 1/2 years

DUTI ES 311

4. Service Schools. Technical Training, and Mlitary Correspondence Courses
Conpl eted. Record required information under the appropriate col um headi ng

for training received in service schools, |ocal schools conducted at the

di vi si on, wi ng, base, depot, or equivalent level; instruction by mlitary or



comercial teanms authorized by the CMC, civilian schools which a Marine is
ordered for duty under instruction; and "correspondence-type" mlitary
training courses other than those adm nistered by the MCI. Enter the year
and nonth the course was conpl eted and the class standing or grade obtai ned
upon conpl etion, if avail able.

a. |In those cases where a course is conprised of subcourses, enter the
subcourse conpletion for |lance corporals and corporals only. Use the
subcourse conpletion information to conpute bonus points for approved off-
duty sel f-educati on courses when conputing conposite score for pronotion

b. For all other personnel, record only the final course completion
I ncl ude the appropriate service school code listed in MCO P1080. 20,
MCTFSCODESMAN, if applicable.

5. Marine Corps Institute (MCl) Course

a. There is no requirenment to record course enrollnent, conpletion,
or disenrollnment on page 8a. The MCl reports all applicable informtion
regarding a Marine 5 enrollnment in, conpletion of, or disenrollnent from
a MCI course directly into MCTFS. The information reported by MC is
consi dered sufficient docunentation. GCbtain MCTFS MCI course data by
viewi ng the MCI remarks screen 120, MCI Courses. Information reported
into MCTFS by the MCI will appear as a HQMC-generated entry on the
unit's DFR.
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b. Non-resident PME courses being adm nistered by MCI will be entered
on page 8a, i.e.; NCO Non-Res (T3W, Anphibious Warfare Non-Res (T8C), etc
This will allow the commander a quick reference of PME conpletion w thout

having to have a current BTR on file.

6. Acadeni c Education Courses, Tests, and Correspondence Courses Conpl et ed.
Record information required under columm headi ngs. |nclude courses conpl eted
t hrough civilian educational institutions (residence, extension center, or
correspondence) and Defense Activity for Non-Traditional Education Support
(DANTES) subj ect exam nations. Record the date the school granted/awarded
the credits as reflected in the grade transcript. Do not record credit
recommendati ons for DANTES exam nation; however, record a grade as the

score indicated on the DANTES test report. Exanple:

Dat e Title of Course School and Location Credit G ade
960203 Engl i sh Composition | GAUJ, WASH 3SH B
960906 CLEF: IntroAcctg 01 DANTES - 65

7. General Educational Devel opnent (GED) Tests and Col | ege Level Exami nation
Program (CLEP) General Exam nation

a. Wien the results of a conplete high school battery (battery of five
GED tests) are received, record under "Passed" or "Failed" the date/state
whose requirenents the Marine met or failed to neet and list the scores
recei ved on each part. For satisfactory conpletion of HS GED test, the
Mari ne nmust nmeet the scores required by the state to which application is



made for issuance of an equival ency certificate or diplom

b. When only part of a test battery has been conpleted, record the date/
state opposite the applicable battery under "Inconplete” and enter the
standard scores (CED) received. Wen the other test parts are conpleted,
record the date/state under "Passed" or "Failed," as appropriate, |line out
the date/state under "lInconplete”, and enter the standard scores received.

c. Wen the results of the CLEF General Exam nation are received, record
scores under college level. (Under DANTES, CLEP-GE scores are no |onger
reported as "Passed" or "Failed" on the basis of neeting the Anerican Counci
on Education's recommendation that the 25th percentile be considered as
"Passed") Therefore, do not use the "Passed" and "Fail ed" colums for
CLEP-GE tests. Record the date under
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"Inconpl ete” for both conplete and inconplete test batteries (nmodify the
colum heading to indicate conplete, when appropriate), and list the
standard scores received under the appropriate test nunbers.

d. When a retest has been admi nistered, enter GED or CLEP-GE after
"Retest", and enter the standard scores in the appropriate boxes; reenter
the scores previously received on parts not retested and |ine out the
previous entry for that battery. |[If additional space is required, conplete
additional entries under "special Qualifications/Instructions."

8. Special qualifications

a. Record types of machinery and equi pmrent the Marine operates; e.g.
tractor, bulldozer, boat, railroad engine, |athe, adding machine, typewiter,
etc., if not recorded under "Civilian Occupation." Explain briefly; e.g.

"36 foot diesel cabin cruiser, three sumrers, Chio River, recreation cruiser

b. Record Federal Conmunication Comm ssion (FCC) Amateur Radi o Operation
Li cense of Technicians Cl ass or higher when held by the Marine. Mke entries
simlar to the follow ng sanple: "FCC Amateur License, Technicians Cl ass."
(See MCO 2093. 1A.)

c. Wien a typing or dictation test is adm nistered, record the test
results; i.e., date tested, title of test, or score attained, in this
section. Exanpl e:

901201 Typing Test 40 wpm
901215 Dictation Test 120 wpm

9. ldentification. Enter the last name, first nane, mddle initial, and
SSN of the Marine being classified at the bottom of the page by typewriter.

10. Date. Enter date of preparation

4009. COMBAT HI STORY - EXPEDI TI ONS - AWARD RECORD ( NAVMC 118(9))



1. Page 9 is designed for recording a brief outline of the Marine's military
history and the awards to which entitled. Upon imedi ate reenlistnment,
reproduce any page 9 containing entries subsequent to the last enlistnent.
Forward the copy(ies) with
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the original of the enlistnment/reenlistnment docunent as directed in table
4-2, colum B. (See paragraph 4005.4.)

2. Conbat History - Expeditions Section

a. The conbat history - expeditions section provides a brief outline of
the battles, canpaigns, and expeditions in which the Marine has parti ci pated,
injuries sustained, hospitalization received, and the facts of being
captured, missing in action, or returned to mlitary control. Docunent
participation in conbat operations (Marine entitled to hostile fire or
i mm nent danger pay) (for exanple, Operation Just Cause and Desert Storm
or operations having a potential for escalating into conbat operations (for
exanpl e, Operation Desert Shield) and those operations for which the
participating units/comands are awarded an Arned Forces/ Mari ne Corps
Expedi ti onary Medal (for exanple, Operations Earnest WII| and Just Cause)
and ot her operations which may yet be awarded an appropriate award (for
exanpl e, Operation Sharp Edge) in this section. For purposes of deternining
a Marine's eligibility for the Humanitarian Service Medal (HSM, upon
participation in a "humanitarian” type operation, e.g., "provide Confort",
dates of the operation, and a notation that the Marine is recomended for
the HSM even though the award may not have been submitted or approved at the
time of the entry, should be annotated. This entry facilitates verification
should HSM be a approved at a |ater date. Do not enter participation in
routine training exercises/operations on page 9, except those exercises,
operations which are perfornmed "above the Arctic Circle," which would
deternmine a Marine's eligibility for the Arctic Service Ri bbon

b. Under "Date of Entry," record the six-digit date.
c. Under "Details,"” record:
(1) As accurately as possible, identification of the place and nature
of expedition(s), action(s), battle(s), engagenment(s), or canpaign(s) in
which the Marine participated. Record exercise(s) only if conducted "above

the Arctic Circle."

d. Under "Signature" record a verifying signature as prescribed in
par agr aph 4001. 4h.

e. Sanple Conbat History and Expeditions entries:
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COVBAT HI STORY AND EXPEDI TI ONS CHART
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3. Authorized Awards

a. The awards section provides a neans of recording details of
eligibility and issue of decoration, nedals, unit awards, ribbon bars,
stars for conmbat aircrew insignia, issue of foreign awards, etc.

(See MCO 1650.19.) Record authorization to wear service/identification
badges and breast insignia, other than the conbat aircrew insignia, on
page 11.

b. Under "Nane of Award," record the description of the decoration
medal , unit award, ribbon bar, certificate of conmendati on/appreciation,
letter of commendati on/ appreciation, or neritorious mast. Upon verification
that a Marine is eligible for a unit award, the entry will include the unit
title and inclusive dates for the award period. For exanple: MJ (Co D
M5GBn 840101-860701); NU ( MAWIS-1 820806-851231). When a personal award as
i ndicated in Chapter 2 of the Navy and Marine Corps Awards Manual is awarded,
the inclusive dates will be inserted for the award period. Entries nade
prior to receipt of this revision are NOT required to be nodified for
personal awards listed in Chapter 2 of the Navy and Marine Corps Awards
Manual .  However, inclusive dates for all previous personal awards not
al ready annotated may be inserted at the discretion of the commandi ng
of ficer responsible for service records.

c. In the "Subsequent Award Stars" column, record the nunber of stars
in lieu of subsequent awards.

d. In the "Devices or Service Stars" colum, record the appropriate
synmbol s/ nunber of engagenent stars or other devices (e.g., conbat
di stingui shing device ("V'), clasp, etc.).
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e. Sanples:
AUTHORI ZED AWARDS CHART

f. In the "Date |Issued colum, record the six-digit date that the
initial award, nedal, or ribbon bar was actually delivered to the Marine.
If the award is unavail able for issue, but the Marine is authorized, |eave
the "date issued" columm blank. Were the actual date of delivery is not
known, but it becones known that the Marine has the award, medal or ribbon
bar, etc., in their possession, the date this fact becones known nay be
entered. Medals and ribbons are not issued for second and subsequent
awar ds; accordingly, this columm will contain dashes as shown above. Those
records currently containing a date in this colum need not be changed.
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g. The "signature" section denotes that information entered, concerning
the award, nedal, or ribbon bar, has been verified with docunmentation
available at the time the entry was made. Under "Signature," record a
verifying signature as prescribed in paragraph 4001. 4h.

h. Use the abbreviations, acronyms or codes authorized in chapter 6 of
this Manual to the greatest extent possible when recording entries on page 9.

4010. ADM NI STRATI VE REMARKS (NAVMC 118(11)). Past practices of field
commands to indiscrimnately record mnor infractions, |ocal commnd data and
requi renents pronpted the decision to lint entries to an absolute m nimum
Revi ew of entry requirenents is a continuing process and as policy decisions
are made changes to this Manual will be published.

1. Limt adnministrative remarks to matters form ng an essential and
permanent part of a Marine's mlitary history, which are not recorded
el sewhere in the SRB or MCTFS, and which will be useful to future commanders.

2. The following instructions are applicable to entries recorded on this
page:

a. Entries required by any other Marine Corps directives, but not
included in this Manual, are unauthorized. Entries required by ALMAR s,
Personnel Admi nistrative Advisories, and higher headquarters directives
are excluded fromthis restriction.

b. Separate entries by a heavy line. Reduce entries to the briefest
possible formor as provided in the sanple entries and position themto
use the mni mum anount of space.

c. Upon immedi ate reenlistnment, reproduce the page 11(s) containing
entries subsequent to the last enlistnment. Forward the copy(ies) as
directed in table 4-2, colum B.

d. The CG MCRSC, is authorized to make those page 11 entries required
to effectively adm nister the records of Reserve Marines.
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e. The provisions of paragraph 100C. 5c regardi ng adverse matter apply
to the field service record. |f applicable, an adverse entry wll include
statements to the effect that the Marine was provided the opportunity to
make a rebuttal statenent; the Marine did or did not choose to nake such a
statement; and if nade, a copy of the statenent is filed on the docunent
side of the record. (Ensure a reproduced copy of the Marine's statenent is
forwarded with the reproduced page(s) 11 upon inmediate reenlistnent.) |If
the Marine elects to submit a statenent, the Marine will have 5 working



days after referral of the entry to return the conpleted statenent to the
commander for filing in the service record. Page 11 entries must include
the foll owi ng | anguage ONLY if they concern mi sconduct or substandard
performance; confirmed incidents of illegal drug abuse or possession

i nci dents of al cohol abuse; and adninistrative neasures.

"I was advised that within 5 working days after acknow edgnent of

this entry a witten rebuttal can be submitted and this rebuttal will be
filed on the docunment side of the SRB. | choose (to) (not to) make a
rebuttal ."

| NOTE: If the Marine refuses to acknow edge (sign) an adverse/ |
| derogatory entry, add the statenment "Marine refuses to |
| acknowl edge this entry" at the bottom of the entry, By
| refusing to acknow edge the entry to the Marine forfeits the |
| opportunity to make a rebuttal statement. Mke a |
| counter-entry imedi atley followi ng the counseling entry to |
| verify the Marine was nade aware of the adverse/derogatory
| entry. The verification counter entry may be signed by
| direction of the commanding officer.

I

f. Certain entries require authentication by the commandi ng officer
and/ or acknow edgnment (signature) by the Marine. These specific signature
requi renents are indicated in the text or sanple entries. All other page 11
entries may be signed by direction of the commandi ng officer (unit commander)
unl ess otherwi se indicated. "Unit Commander" is defined as the conpany,
battery, or squadron conmander or their functional equivalent; i.e., QC
-1, etc. (See paragraph 4001. 4h concerning signatures.)
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3. Authorized Entries

a. In Hands of Civil Authorities (IHCA)/In Hands of Foreign Authorities
(IHFA). VWhen the Marine is IHCA/I HFA and | ater acquitted or rel eased w thout
trial, record inclusive dates of confinenment and the fact of acquittal or
rel ease without trial. |If convicted, record date of arrest, nature and date
of the offense, trial date, the fact of conviction, sentence adjudged, and '
action taken by the commander.

b. Government Vehicle Operator's Permit. Wen an operator's permt is
i ssued, updated, or renewed per MCO 11240.66, record the fact, vehicle
[imtation (on issues and updates), expiration date, and all restrictions
i nposed on the driver. |If an operator 5 permt is revoked, record the fact,
the date, and the reason. Sanple entries:

"(Date): |Iss Govt Veh Opr's Pernmit, No. ___, on (date). Permt
expires (date). The fol restr apply: (List restr; i.e., nust wear gl asses.
etc.). Auth to drive the fol veh: (List those classes of vehicle indicated
in Part 111, #3, of the Application for Governnent Vehicle Operator's Permt.
NAVMC 10964) . "

"(Date): Govt Veh Opr's Permt, No. _, upgraded on (date), to



incl (List those classes of vehicle indicated in Part 11, #3, of the
Application for Government Vehicle Operator's Permt. NAVMC 10964)."

"(Date): Govt Veh Opr's Permt, No. _ , renewed on (date), permt
expires (date).

"(Date): Govt Veh Opr's Pernmit, No. ___, revoked on (date), for
(state reason revoked)."

c. Explosive Ordnance Disposal (EOD) Insignia. Mke an entry when a
Marine becones eligible to wear the EOD insignia and a counter-entry when
a Marine 5 authorization to wear such insignia is revoked, as outlined in
MCO 3571.2. Sanple entry:

"(Effective date). The authority to wear (basic, senior, nmster)
EOD insignia is granted.”

"(Effective date). The authority to wear, basic, senior, naster)
EOD insignia is revoked (cite reason and authority) ."
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d. Voluntary Separation Prior to Conpletion of Final Action on Physica
Di sability Processing

(1) When an enlisted Marine requests separation despite nedica
treatment or disability processing, the Marine Corps policy is to explain the
probabl e effect on pay and benefits. |If after the explanation, the Marine
does not withdraw the request for separation, nmake the follow ng page 11
entry, signed by the Marine being separated or released fromactive duty,
and witnessed by the officer effecting the separation:

(Date). | request discharge (release fromactive duty) prior to
final action by the Secretary of the Navy, despite the explanation given ne
that this may prejudice ny case for disability benefits. | still desire
separation. | have been advised of nmy right to file a claimwth the
Department of Veterans Affairs (DVA) for conpensation, pension or
hospitalization. | (do) (do not) desire to file a claimwith the DVA for
conpensati on, pension, or hospitalization.

(Signature of Marine (Date) ) (Signature of Oficer
ef fecting separation) (Date)"

This entry nmust be dated and signed by the Marine and wi tnessed by an officer
prior to actual separation. Wen a Marine executes the above waiver, notify
the CMC (MVBR-4) by nessage.

(2) Marines, who are eligible for retirement or transfer to the FMCR
or who have already submitted their application to retire or transfer to the
FMCR, and who are involved in physical disability proceedings, shall be
advi sed that authorization for retirement or transfer to the FMCR will not be
i ssued pending final disposition of physical disability proceedings. |If the
menber desires to retire or transfer to the FMCR, rather than continue with



di sability proceedi ngs, the commandi ng of ficer shall advise the nenber that
the action may prejudice the Marine's case since the |law requires that the
SecNav make the determination on the disability case while the nenber is
entitled to receive basic pay. |If the Marine still desires to retire or
transfer to the FMCR after this explanation, nake the foll owi ng page 11
entry, signed by the Marine being separated or released fromactive duty
and witnessed by the officer effecting the separation.

"(Date). | certify that it has been explained to ne that
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I may be suffering froma physical disability and that | amentitled to a
full and fair hearing before the PEB under 10 U . S.C. 1214. Wth full

know edge of ny rights in this matter | request to retire or transfer to the
FMCR on (date) despite the fact that in order to be eligible for physica
disability retirement | must be entitled to basic pay at the tinme the

Secretary of the Navy nmakes a determ nation in ny case. | have been advised
of my rights to file a claimw th the Departnent of Veterans Affairs for
conpensati on, pension, or hospitalization. | (do) (do not) desire to file

a claimwith the VA for conpensation, pension or hospitalization

(Signature of Marine (Date)) (Signature of officer
ef fecting separation) (Date)"

This entry nmust be dated and signed by the Marine and witnessed by an
officer. When a Marine executes the above waiver, notify the CMC ( MVSR- 4)
by message with an information copy to the Naval Council of personnel Boards.

e. Articles of UCMI Expl ained. Record the date that articles of the
UCMJ were expl ained, as required by Article 137 of the UCMI. Have the Marine
sign the entry. |If the Marine is tenporarily detached and the SRB is being
adm ni stered by the parent organi zati on when the explanation is mde, the
commander at the permanent duty station, or an authorized representative
will line out the words "to ne" and sign the entry. 1In the latter case,
record under the signature, the designation of the organization where the
articles were explained. This entry is required at the tine of (or within 6
days after) the Marine 5 initial entrance on active duty; or, the Marine's
initial entrance into a duty status with a reserve conponent; after
conpletion of 6 nonths active duty; or in the case of a nmenber of a reserve
conmponent, after the Marine has conpleted recruit training; and, upon each
reenlistnent. Sanple entry:

"(Date). Articles of UCMI explained to nme this date as required by
Article 137, ucMi. "

f. \When an Active Reserve (AR) Marine is career designated the
following entry will be made:

"(Date). | have accepted career designation with the Active
Reserve (AR) Program | have read and understand that |
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am subject to all regulations specified in MCO 1001. 52H and ot her applicable
directives pertaining to Marines serving on the AR Program Signature of
Mari ne."

g. Aviation Insignia (Navy and Conbat Aircrew). Mke an entry when a
Marine becones eligible to wear an aviation insignia (w ngs) Record a
counter-entry when a Marine's authorization to wear such insignia is revoked.
Sanple Entries:

"(Effective Date). The authority to wear (type aviation insignia)
is granted.”

"(Effective Date). The authority to wear (type aviation insignia)
is revoked (cite reason and authority for revocation)."

h. Assignnent/ Term nati on/ Rei nst atenent of Assignment to Duty Invol ving
Par achut e Junpi ng. Make an entry when a Marine's assignnment is revoked/
reinstated. The entry will include the reason and authority for term nation/
rei nstatement, and whether or not the authority to wear the parachute
insignia is or is not revoked (see MCO P1000.6, ACTS Manual). Sanple entry:
"(Effective Date). The assignnent to duty involving parachute junping is
term nated/reinstated (cite reason and authority) authority to wear parachute
junmping insignia (is) or (15 not) revoked/ authorized."

i. Personnel Reliability Program (PRP)

(1) Prelimnary screening incident to transfer for training which
will lead to a PRP assignnent is required. Sanple entry:

"(Date) Prelimnary PRP screening of personnel records, nedica
eval uation, and personnel interview | AW SECNAVI NST 5510. 35. Appropriate
investigation initiated. You are suitable for transfer for training. Capt.
F. H CLAYTON, USMC, sol, 5Jun94." (Signature of CO or official designated
by CO.)

(2) Formal PRP screening is required for personnel engaged in
training leading to a PRP assignnent. The training command will review the
i ndi vidual's personnel records to ensure that the prelimnary screeni ng was
done, and if the individual is not qualified based on this record review
alone, the training command will briefly state that the nenber was found
unsui table for PRP training assignnent. Sanple entry:
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"(Date). Formal PRP screening has been conducted and based
a upon review of records, you were found unsuitable for PRP training and
assi gnment | AW SECNAVI NST 5510.35. Maj J. M CARRIA, USMC." (Signature of
CO or official designated by CO )

(3) permanent decertification is a formal deternination that the
Certifying O ficial can no |longer assert that the individual continues to



neet the reliability standards provided in enclosure (3) to SECNAVI NST
5510. 35. The followi ng signed and dated entry will be nade:

"(Date) I, (nane/grade/ MOS), have been advised that | have been
permanently decertified for assignment to a reliability billet as defined in
SECNAVI NST 5510.35. | understand this decertification will be made a part of
nmy permanent record. | did/did not submit a statement on ny behalf with the

report of decertification submtted to CMC

(Signature of Marine) (Signature of CO Desi gRep)

j. Record of Issue of Wet-Type Diver's Dress. Canpaign Service Hat.
Suitcase and Trunks. An entry is required when a Marine is issued any of the
above itens. The entry is considered permanent. Do not change or delete the
entry unless the Marine is separated under other than honorabl e conditions,
and the equi pnent is returned.

k. Qualification as an Aircraft Crewrenber. When a noncrewrenber is
enrolled in training to becone qualified as an aircraft crewrenber, make an
entry:

(1) When the Marine conpletes a course of instruction and is
considered qualified as a crewnenber, record the date of conpletion of
training and a statenent that the Marine is considered qualified as a
cr ewnenber .

(2) When a Marine denonstrates that he/she is not qualified for duty
i nvolving flying, record the date deternined unqualified and a statement that
the Marine is not considered qualified for duty involving flying.

(3) When the Marine is transferred before conpletion of the
prescribed course of instruction record the beginning date of instruction
and the extent of qualification at time of transfer
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(4) When the Marine is authorized to wear naval aircrew or conbat
aircrew insignia (without stars), record the tact and the effective date.

(5) When the authorization to wear naval aircrewinsigniais
revoked, record the effective date and the reason for revocation

. Not Recommended/ Recomrended But Not Eligible tar Reenlistnent.
Mari nes not recommended, or recommended but not eligible, for reenlistnent
per MCO P1040. 31, Career Planning and Devel opnent CGuide, will be counsel ed
by their commanding officer. Record the following entry on page 11 of the
service record when an RE-3 or RE-4 reenlistnment code is assigned. Also use
this entry when the CMC assigns a reenlistnment code of RE-1B or RE-1E. This
entry will be signed by both the Marine and his/her commandi ng Officer

"I have been infornmed by my conmanding Officer that | am (not
recommended or reconmended but not eligible) for reenlistnent because (state
reason) and will be/have been assigned a reenlistnment code of (RE-4, RE-3,



RE-1B, or RE-1C)."

m Request for Restoration/C emency or Waiver of Restoration. Upon
recei pt of any action by the SecNav, notify the Marine and make a narrative
style entry.

(1) The entry shall include the date and conditions of the action and
the authority therefore. Exanple: "961003. Request for restoration denied.
Aut h:  SecNav Itr ser 0002 of 27 Sep 96."

(2) When the Marine is restored to duty, the entry shall include the
speci fied date thereof, the period of probation, and the total unexecuted
portion of the sentence(s) remaining to be executed in the event of vacation
or suspension. Exanple: "960903. Restored to duty 960828 on 6 nps
probation. N ne nos cnft at hard | abor, adjudged 960105. Auth: SecNav Itr
ser 005 of 27Aug 96;" "960909 MB, PEARL. Restored to duty 960905 on 1 yr
probation. No cnft remains to be served on sentence adjudged 960205. Auth:
Naval C enency Board, ser. No. SP-070-96. Appr 960815."

(3) When the SecNav suspends the unexecuted portion of the sentence
of a Marine who has agreed to extend the obligated
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active service to serve an adequate probationary period, the entry shal
include the following: " (nane) is being retained in the public interest
for conveni ence of the Governnment in an active duty status under an
extensi on of enlistnment prescribed by the SecNav for the period of probation
unl ess sooner discharged. (nane) has agreed to such retention.” This
statement is in addition to the infornmation contai ned in paragraphs

4012. 3k(1) and 31(2).

(4) In addition, tile a certified true copy of the letter on the
docunent side of the Marine's SRB

(5) Where the action of the SecNav is withheld by the commander,
meke an entry stating the reasons clenency was withhel d.

n. Privates through Corporals Not Recommended for Pronotion Due to
Restrictions Listed in MCO P1400.32. Privates through Corporal not
recommended for pronotion due to restrictions listed in MCO P1400. 32,
par agraph 1204. 3f through 3n require only an initial page 11 SRB entry
recorded for the restricted period. Monthly unit diary entry is stil
required until such tinme as the Marine is recommended for pronotion.
Sanpl e entry:

"(Date). | understand that | ameligible but not recommended for
promotion to (insert grade) due to (state restrictions) | AW MCO P1400. 32B
(par 1204.3f through 3n), as applicable, unless waived by appropriate

authority. | was advised that within 5 worki ng days after acknow edgnent of
this entry, a witten rebuttal can be subnitted and this rebuttal will be
filed on the docunent side of my SRB. | choose (to) (not to) nake a

rebuttal. Si gnature of Marine.”



o. Eligible but Not Recormended for Promption. An entry is required
when a Marine is eligible (refer to MCO P1400. 32) but not recommended for
pronotion. Make a not recommended for pronotion entry for each nonth/quarter
a Marine is not recomended for pronotion to the grades of PFC through
Sergeant. The Marine will acknow edge (sign) the entry: Sanple entry:

"(Date). | understand | ameligible but not recomended for
promotion to (grade) for the (nonth/quarter), (yr) pronotion period because
of (state reason). | was advised that within 5 working days after

acknow edgnent of this entry, a witten rebuttal can be subnmtted and this
rebuttal will be filed on the
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docunent side of my SRB. | choose (to) (not to) nmke a rebuttal. Signature
of Marine."

p. Erroneous Pronotion Waiver. Conmmanders may wai ve erroneous
pronotion to grades of PFC and LCpl for Marines who through no fault of their
own, were pronoted prior to attaining the required TIG and/or TIS. The
adm nistrative error will be noted and cite MCO P1400. 32B, paragraph 2200. 3
for Regular Marines and paragraph 2201.3 for Reserve Marines as the
appropriate authority. For erroneous pronotion to Cpl and Sgt, a request
for an erroneous pronotion waiver nmust be subnitted to CMC (MWR-2) via
t he chain of command

g. Pronotion Restriction for Marines Denied Further Service. Make the
following entry when a Marine is denied further service. The Marine wll
acknow edge the entry:

"(Date). | have been infornmed by ny commandi ng officer that | am
not eligible for extension of enlistnent or reenlistment or | have been/wil|
be denied further service for (reason). | will be assigned a reenlistnent
eligibility code RE-(XX) upon separation. | have been further informed that
assignment of this RE code makes ne ineligible for pronotion or pronotion
consi derati on per MCO P1400.32B. Signature of Marine."

r. Application for Retirenent or Transfer to the Fleet Marine Corps
Reserve (FMCR). An entry is required when a Marine requests retirenent or
transfer to the FMCR per MCO P1900. 16, par 7006. Sanple entry:

"(Date). | request (retirement) (transfer to the FMCR) effective
(Date). | have signed the Commanding Officer's pre-application checklist and
fully understand the ram fications of this request. Signature of Marine."

s. Early Separation Upon Return to the CONUS. The following entry is
requi red when a Marine requests early separation upon return to CONUS per
MCO P1900. 16, par 1006. Sanple entry:

"(Date). | hereby consent to be (discharged) (released) on (Date)
inlieu of ny nornmal or established date of discharge or rel ease on (Date).
My enlistnment (including any extension thereof) or period of extended active
duty will expire 90 days or less after the date of ny arrival in the CONUS.

I am not indebted to the U S. CGovernment. | do not intend to reenlist.
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amnot transferring to the Fleet Marine Corps Reserve. | understand that
entitlenent to pay and all owances and credit for active Federal Service
ceases on the actual date of ny separation fromactive duty. Signature of
Mari ne. "

t. Voluntary withdrawal from Enlistment |Incentives Program An entry
is required when a Marine, prior to conpletion of Marine Conmbat Training,
voluntarily withdraws froman enlistnent incentive program Sanple entry:

"(Date). | have voluntarily withdrawn as an enlistee under ny
enlistnment incentives program (Program Enlisted for (PEF) code). |
understand that | will now be assigned to any MOS, per the needs of the

Marine Corps, and that the MOS | am assigned may be a MOS within ny original
enlistment program Signature of Marine.”

u. Special Duty Assignment Pay. Special Duty Assignment (SDA) Pay is a
nont hly nonetary incentive that is paid to enlisted Marines who are required
to performextrenely demandi ng duties or duties demandi ng an unusual degree
of responsibility. A page 11 entry is required reflecting awarding,
reduction, or termination of the award. This entry will be signed by
the CO or his/her representative. Sanple entry:

(1) To report SDA pay for Marines serving in BILMOS 8411, 8412, or
8511, and for Marines serving in BILMOS 8151, 8421, JCUO, or JCUS enter the
foll owi ng:

"Start SDA Pay Bi |l MOS ED N

(2) For Marines with prior experience serving in BILMOS 8411, 8412,
or 8511 and not credited SDA pay at the prior experience |evel enter the
fol |l owi ng:

"Credit SDA Pay BILMOS ____ FROM TO

(3) For Termi nation enter the foll ow ng:

"SDA Pay TermED __ N
V. Certification and Suspension or Revocation of Air Traffic Control
(ATC) Certification. NAVAIR 00-80T-114, paragraph 3.3.1.2, requires a
per manent record of ATC ratings. Accordingly, nmake an entry upon initial
certification of ATC
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ratings. Local ATC recertifications do not require additional entries in

the service record. The initial certification entry is in addition to the
entries required in the Marine's ATC training and qualification record (NAVMC



11004) NAVAIR 00-80T-114, paragraph 4.4, requires an entry in the service
records of Marines whose certification as an ATC i s suspended or revoked.
NAVAI R 00-80T-114 further stipulates that a suspension or revocation is an
adm nistrative action and is not to be construed as disciplinary action. The
entry nust contain that information as part of the entry. The Marine wll
sign the suspension/revocation entry. Sanple entry:

"(Date). ATC Rating(s) (type(s)) is/are (suspended or revoked)
this date. | acknow edge this (suspension or revocation) as an
adm ni strative action authorized by the ATC officer and this action is not
of a disciplinary nature."”

w. Marine Corns unifornms Purchased Qutside the united States. Marines
are authorized to purchase uniforms outside the united States, provided such
uni forms are manufactured frommaterials and findings purchased fromthe CG
MCLB, Al bany (876/MAL). Under this authority enlisted Mari nes may purchase
only those uniformitens listed in MCO P1020. 34F, par 9202 and 9203.
Commanders will ensure that unifornms purchased conformto Marine Corps
speci fications and MCO P1020. 34F. An appropriate entry will be made in
the Marine's SRB

X. Uniform Cl othing Marked Wth Another Individual's Nanme. An entry
is required when a Marine has uniformclothing with another individual's nane
marked in the uniformitem The uniformitem nust be re-marked and an entry
recorded authorizing possessi on per MCO P1020. 34, Marine Corps uniform
Regul ati ons.

y. Voluntary Waiver of Advance Notice of Renmoval from Flight Pay. An
entry is required when an enlisted crewrenber voluntarily wai ves the advance
i ndi vi dual notice of 120 days prior to being renmoved fromflight duty. (See
MCC 1326.2.) The Marine will sign the entry. Sanple entry:

"(Date). | voluntarily waive ny entitlenment to 120 days advance
notification of renoval fromenlisted crewrenber flight duty."

z. Confirmed Incidents of Illegal Drug Abuse or Possession. (Refer to
MCO P5300.12.) Record in the SRB, all confirmed
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incidents (civil or mlitary) of illegal involvenment. Consult MCO P1610.7

concerning requirenents for subm ssion of a "DC'" fitness report. \Wenever
the counseling entry is made, the Marine nust be afforded the opportunity to

make a witten rebuttal. File the rebuttal, if any, on the docunent side of
the Marine's SRB. The entry nust include the | anguage contained in paragraph
4012. 2e concerning the Marine's right to subnmt a rebuttal. The Marine wll

acknow edge (sign) the counseling entry. Sanple entry:

"(Date). Counseled this date concerning nmy illegal drug
i nvol venent, (cocai ne usage identified through urinalysis confirmed by Navy
Drug Lab JAXFL nsg 120900Z Oct97). Specific recomrendati ons for corrective
action: don't use drugs. Seen by substance abuse counselor on (Date). |
was advised that within 5 working days after acknow edgnment of this entry a
written rebuttal can be subnmitted and this rebuttal will be filed on the



docunent side of my SRB. | choose (to) (not to) nmke a rebuttal. Signature
of Marine."

NOTE: Failure to take corrective action, etc. statenent is no | onger
appl i cabl e and shoul d not be used, since adm nistrative separation processing
of all personnel who use drugs is mandatory. There is still a requirenent,
however, for all persons identified and confirnmed as drug abusers to be seen
by substance abuse counsel ors.

aa. Alcohol Abuse. (Refer to MCO P5300.12) Commanders will direct a
SRB entry be made after counseling a Marine for any al cohol -rel ated
m sconduct or unsatisfactory performance. Consult MCO P1610.7 for "DC'
fitness report subm ssion requirenents on second and subsequent incidents
and nmandatory Section C conment requirenents. Wenever the counseling entry
is made, the Marine nust be afforded the opportunity to nake a written
statement, file the statenment, if any, on the docunent side of the Marine's
SRB. The entry nust include the |anguage contained in paragraph 4012. 2e
concerning the Marine's right to subnmt a rebuttal. The Marine will
acknow edge (sign) the counseling entry. Sanple entry:

"(Date). Counseled this date concerning ny conviction of (list
charge(s); provide specific recomendati ons for corrective action; and
assi stance available). (If the commander plans to process the Marine for
judicial or separation proceedings as a result of the offense, include the
i nformation
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in the entry. |If the commander does not plan to process the Marine for
separation due to deficiencies, include the follow ng sentence. "I am
advised that failure to take corrective action may result in admnistrative
separation or limtation on further service.") | was advised that within 5
wor ki ng days after acknow edgnent of this entry a witten rebuttal could be
submitted and that such a rebuttal will be filed on the docunents side of the
service record. | choose (to) (not to) meke such a statement. Signature of
Mari ne. "

bb. General Assignnent Policy Career Enlisted Marines/ General Overseas
Assignnent Policies. (Refer to MCO P1300.8) The Marine will sign all sanple
entries contained in this subparagraph:

(1) Career enlisted Marines in receipt of PCSO s issued by the CMC6
who do not have sufficient obligated service to conplete the prescribed tour
will be immediately afforded the opportunity to extend/reenlist in order to
have the required active service. Wen the Marine states that he/she does
not desire to extend/reenlist, the CMC (MMEA) will be pronptly notified and
the foll owi ng service record entry nade:

(Date). | have been assigned reenlistnment eligibility code
RE-30. Reason: | will not reenlist/extend to conply with PCS orders. |
have been advi sed that Marines assigned this code are not eligible for
pronmotion, reenlistment, comm ssioning or warrant officer progranms, specia
education prograns, or involuntary separation pay unless specifically
aut horized by the CMC (MVEA). | have been given the opportunity to subnmit a



statement and that statement, if submitted, will be filed on the docunent
side of ny SRB. | choose (to) (not to) subnmt a statenent. Signature of
Mari ne. "

(2) Career enlisted Marines transferred to CONUS for discharge
prior to the conpletion of the prescribed tour |ength because they will not
extend/reenlist, will be inforned that they cannot extend/reenlist after
their arrival in CONUS. The following entry will be nade

"(Date). | hereby accept transfer to the United States for
di scharge. | have been assigned reenlistnent eligibility code RE-30.
Reason: | will not reenlist/extend in order to conplete the tour |ength.
I have been advised that Marines assigned this code are not eligible for
pronoti on,
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reenlistment, conmmi ssioning or warrant officer programs, special education
prograns, or involuntary separation pay unless specifically authorized by the
CMC (MMEA). | have been given the opportunity to submt a statenent and that
statement, if submitted, will be filed on the document side of nmy SRB. |
choose (to) (not to) subnmit a statement. Signature of Marine."

(3) Volunteers for a dependents-restricted tour who waive their
overseas control date (OCD) will have the follow ng entry nade:

"(Date). | hereby waive my OCD per the provisions of MCO
P1300.8. Signature of Marine."

(4) Election of Tour. Marines with fam |y nenbers who are ot herw se
entitled to transportation of fam |y nenbers who elect to serve the shorter
unacconpani ed tour when assigned to an acconpani ed-by-fam |y nenber tour will
have the foll owi ng statenment made:

"(Date). | hereby elect to serve the unacconpani ed tour as
described in MCO P1300.8. Signature of Marine."

(5) Honebasing Assignment Program Marines will be returned to the
same geographic location at which they were stationed prior to the
dependents-restricted tour. Marines who receive official notification of
t heir hone-basing assignnment will have the follow ng entry nmade

"(Date). | understand the intent of the hone-basing assi gnnent
program and acknowl edge that | am expected not to use nmy dependent-trave
entitlement, ship ny HHG s (except those shipped to ny overseas duty station
for nmy personal use), use non-tenporary storage of HHG s and will not receive
wi t h-dependents di sl ocation allowance (DLA). Signature of Mrine."

(6) Sequential Assignment Program Marines may be assigned to a
di fferent, but specified, geographic |location follow ng the dependents-
restricted tour (sequential assignnent) Marines who receive officia
notification of their sequential assignment will sign the follow ng sanple
entry:



"(Date). | understand the intent of the sequential assignnment
program and acknowl edge that | am expected not to use nmy dependent-trave
entitlement except to the locale of the
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sequential assignnment, ship my HHG s (except to the locale of the sequentia
assignment and those shipped to ny overseas duty station for nmy persona
use), use non-tenporary storage of HHG s and will not receive dependent DLA
except to the locale of the sequential assignment. Signature of Mrine."

(7) Voluntary Assignnent to 5 Months or More TAD Unit Depl oynents.
Career Marines and First-term Marines who have received a new OCD as a result
of conpleting tours in the categories listed in Chapter 2, MCO P1300.8, and
who volunteer to participate in a TAD unit depl oynent overseas will have the
foll owi ng statement made:

"(Date). | hereby volunteer to participate in unit depl oynent
with (unit) and | understand the consequences of this action as explained in
MCO P1300.8. Signature of Marine."

(8) Request for Waiver of privileges as a Sole Surviving Son or
Daughter. A Marine who requests a waiver of privileges as a sole surviving
son or daughter. The following entry will be made subm ssion of the request
to CMC (MVEA):

"(Date). | hereby waive ny rights to restrictive assignment as
a sol e surviving son/daughter per MCO P1300.8. Signature of Marine."

(9) Revocation of Waived Status as a Sol e Surviving Son or Daughter.
A Marine who has waived status as a sol e surviving son or daughter may
request reinstatenent of that status at any tinme. They will have the
foll owi ng statenment nmade upon subni ssion of the request to CMC ( MVEA)

"(Date). | hereby revoke the waiver of my sole surviving son/
daught er status and request reinstatenent of that status per MCO P1300. 8R
Si gnature of Marine."

cc. Adnministrative Separation Counseling Entry.
Admi nistrative separation processing for certain specific basis of separation
may not be initiated until the Marine is counsel ed concerni ng deficiencies
and afforded an opportunity to overcone these deficiencies. (Refer to
MCO P1900.16.) Commanders may al so use the bel ow entry for counseling
concerni ng deficiencies for which adnm nistrative separation or nonjudicia
puni shment actions are not appropriate or contenplated. The entry nust
i nclude the | anguage contained in paragraph 4012.2e concerning
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the Marine's right to subnmit a rebuttal. The Marine will acknow edge (sign)
t he counseling entry. (See paragraph 4012.2e concerni ng possi bl e counter-



entry requirenments.)

"(Date). Counseled this date concerning deficiencies; (list
deficiencies; provide specific recomendation for corrective action
assistance available). [If the commander plans to process the Marine for
judicial or separation proceedings as a result of the deficiencies, include

that information in the entry. |f the conmander does not plan to process

the Marine for separation due to the deficiencies, include the follow ng
sentence: "I am advised that failure to take corrective action nay result in
admi ni strative separation or limtation on further service."] | was advised
that within 5 working days after acknow edgnent of this entry a witten
rebuttal can be submitted and this rebuttal will be filed on the docunent
side of the SRB. | choose (to) (not to) nake a rebuttal.”

NOTE: The Marine's signature acknow edges that counseling has occurred, not
that the Marine concurs with the content of the entry.

dd. Administrative Measures. Sections 0102-0105 of the JAGVAN di scuss
admi ni strative or nonpunitive neasures; e.g., extra mlitary instruction
admi ni strative wi thholding of privileges, and nonpunitive censure. Such
measures, except for a nonpunitive letter of censure (also known as a
nonpunitive letter of caution), may be recorded on page 11. Accordingly, the
commandi ng of ficer may record the inposition of any nonpunitive neasures
ot her than a nonpunitive letter of censure. The entry nust include the
| anguage i n paragraph 4012.2e concerning the Marine's right to submt a
rebuttal. The Marine will acknow edge (sign) the entry.

ee. Service Award El ection (Reserve Only). Wen Marine Corps reservists
are assigned to active duty in connection with the Active Reserve (AR)
Program they nust el ect whether to continue their eligibility period for
the Sel ected Marine Corps Reserve Medal (SMCRM or start a neweligibility
commencenent date for the award of the Good Conduct Medal (GCM. If the
Marine elects to receive the GCM enter the conmencenent date on page 12.
Make one of the followi ng entries, signed by the Marine, upon assignnment to
AR:
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(1) "(Date). | elect to continue nmy period of entitlenment and
eligibility to the SMCRM whi | e assigned to AR Program"

(2) "(Date). | elect entitlenment to receive the GCM while
participating in the AR Program”

ff. Cassified Information Nondi scl osure Agreenent (SF 312). OPNAVI NST
5510. 1H, par. 24-2.6, requires an entry upon execution and subm ssion of the
SF 312. Sanple entry:

"(Date). SF 312 executed and forwarded to the GMC (MVSB-22) this
date."

gg. Disposition of Selected Marine Corps Reservists (SMCR) as a Result
of Unit Deactivation. Redesignation or Relocation



(1) SMCR s awaiting | ADT or at | ADT may train for another MOS
contingent upon school seat availability conpatible with another SMCR unit
Wi thin reasonabl e commuting distance. The following entry will be nade and
si gned by SMCR concer ned:

"Due to my SMCR unit being deactivated, redesignated, or
rel ocated, | agree to retrainin MOS ____ which is conpatible with (unit
title-location). | understand that by transferring to this unit upon
conpletion of my IADT, | amstill required to fulfill my nandatory Reserve
participation requirenents as set forth in current DOD and Mari ne Corps
Regul ations. | understand | retain entitlenent to any enlistnment incentive
was guaranteed in my original contract providing | nmeet SMCR participation
requi renments. Signature of Marine."

(2) When SMCR s are awaiting | ADT or at | ADT who are di scharged at
t he Conveni ence of the Government due to unit deactivation, relocation, or
redesi gnati on, they nust have the foll ow ng paragraph typed in the remarks
bl ock of the DD Form 214 and on page 11 of the SRB

"I understand by accepting this discharge fromthe U S. Marine
Corps Reserve | voluntarily give up nmy entitlement to transition assistance
benefits, Reserve Montgomery G I. Bill, and any enlistnment incentives that
were offered to me upon ny initial enlistnment as reflected in my Reserve
Optional Enlistment Program statenment of understanding. | also understand
that if, at a later date | chose to reenter the Marine Corps, | wll fully
repeat any inconplete portions of the three stages of entry-level training:
Recruit Training, MCT, and MOS training. However any
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repeat any inconplete portions of the three stages of entry-level training:
Recruit Training, MCT, and MOS training. However any prior active duty
service is creditable for pay and all owances. Signhature of Marine."

(3) SMCR Non- Mandatory Participants that are at SMCR units will
coordinate with the commanding Officer's of SMCR Units within reasonabl e
commuting distance to find and be offered an SMCR billet of the same grade.
Marines offered an SMCR billet of the sane grade within a reasonable
commuting distance will sign the followi ng page 11 entry in the service
records:

"I amaware | amnot eligible for Reserve transition benefits
under Public Law 102-484 of 23 Oct 92 because | have been of fered anot her
SMCR billet of the same grade within a reasonabl e commuting di stance.

Si gnature of Marine."

(4) SMCR who are eligible for MJdB-SR and transferred to the IRR
who are not qualified for Reserve Transition Benefits because they have |ess
than 12 nonths of SMCR participation sign the foll owing page 11 entry:

"I understand that my Reserve Montgonery G Bill-Selective
Reserve (M3 B-SR) entitlement will be suspended the day | transfer to the
I ndi vi dual Ready Reserve. | am also aware that | have only one year to
reaffiliate with an SMCR Unit or another Reserve Conponent Unit in order to



reestablish MAB-Religibility. Signature of Marine."

hh. critical Acquisition Program (CAP). Assignnment to CAP requires a
signed tenure agreenment to remain in that position for at |east three years.
Career enlisted Marines in receipt of PCSOs i ssued by the CMC who do not have

sufficient obligated service to conplete the prescribed tour will be
i medi ately afforded the opportunity to extend/reenlist in order to qualify
for assignnent. The follow ng page 11 entry will be nmade and signed. (Refer

to MCO P1300. 8.)

"I have been assigned reenlistnent eligibility code RE-30. Reason
I will not reenlist/extend to conply with PCS orders. | have been advised
that Marines assigned this code are not eligible for pronotion, reenlistnent,
conmi ssioning or warrant officer prograns, special education prograns, or
i nvoluntary separation pay unless specifically authorized by CMC ( MVEA) .
have been given the opportunity to subnit a statenent
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and that statenent, if submitted, will be filed on the docunment side of ny
SRB. | choose to/not to subnit a statement. Signed by Marine."

ii. Survivor Benefit Plan (SBP). Commanders nmake an entry to reflect
that the eligible Marine has been counseled in the 18th year of service and
agai n 60 days before retirement and fully understands that enrollnment in the
SBP at the maxinmumlevel is automatic unless a DD Form 2656 is received at
DFAS, C evel and 30 days prior to the date the nmenmber becones eligible for
retired pay. An entry nust also reflect that the spouse of the Marine who
el ects | ess than maxi mum coverage (base amount is less than full retired
pay), no coverage at all, or covers a child and not the spouse, is notified
of the election made. Make the required notification to the spouse in
person or by certified mail. (See MCO P1741.11B.) Sanple entries:

(1) "(Date). | have been counsel ed concerning SBP and fully
understand the automatic enrollnent and future enroll ment provisions of the
Plan. Signature of Marine."

(2) "(Date). Marine has elected (no coverage or elected child
coverage only) under SBP, DD Form 2656 forwarded to DFAS, Cleveland this
date."

(3) "(Date). Marine has elected reduced coverage under SBP. DD
Form 2656 forwarded to DFAS, Cl eveland this date.”

(4) "(Date). M/Ms (full nanme) personally counseled this date on
provi sions of SBP and of the effect of her husband/his wife electing (no
coverage, child coverage, or reduced coverage). DD Form 2656 certification
conpleted. |f personal counseling is not feasible, indicate that it was
acconplished by mail and that the DD Form 2656 was forwarded for
certification and return. (Attach the certified nail return receipt to
the page 11 entry.)

(5) "(Date). Marine, single with no dependent children, elected
i nsurabl e interest coverage on behalf of (full nanme) DD Form 2656 forwarded



to DFAS, Cleveland this date. Signature of Marine."

jj. Adm nistrative Separation proceedings
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(1) When a separation authority approved an adm nistrative
separation but suspends its execution, record the date of the separation
authority's action; the identity (conmand) of the separation authority; the
characterization of service; the general/specific bases for separation; the
peri od of suspension; the specific requirenents of probation inposed by the
separation authority(if any); and the mailing address of the official holding
the record of proceedings in the event vacation proceedings are |ater
initiated. Sanple entry:

"(Date). Adm nistrative separation with an honorable
characterization of service by reason of weight control failure approved by
CG, IstMarDiv, on (date). Separation suspended for a period of 12 nonths
with provisions for autonmatic rem ssion. During suspension, SNMis required
to participate in supervised physical training a mninmmof one hour per day
on all normal work days, and to nmintain his weight at or bel ow XXX pounds at
all tinmes. Record of proceedings may be requested from Staff Judge Advocate,
I stMarDi v, 1234 5th St., Canp pendl eton, CA 92055-9876 in the event of
subsequent vacation proceedi ngs."

(2) If an adm nistrative separation board finds that one or nore
al l egations are supported by a preponderance of the evidence, but the menber
is retained even though this finding is not disapproved by any higher
authority's action; the identity (command) of the separation authority; the
fact of retention; and the allegations found to have been supported which
have not been di sapproved. Allegations which an adm nistrative board found
to be unsupported will not be recorded. Sanple entry:

"(Date). SNMretained in USMC by CG |stMarDiv, on (date).
Admi nistrative separation board recomrended retention after find that SNM
had used cocai ne on one occasi on during service.

kk. Antiterrorism (AT) and Force protection (FP) Training

(1) Upon conpletion of annual antiterrorism (AT) and force
protection training make the follow ng entry:

"(Date). Conpleted AT/FE training this date. Signature of
Mari ne. "

(2) Upon conpletion of pre-deploynent antiterrorism (AT) and force
protection (FE) training within 6 nonths of unit depl oynent neke the
following entry:
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"(Date). Conpleted AT/FP training prior to unit depl oynent
this date. Signature of Marine."

Il. Additional Guidance Concerning Page 11 Entries:

(1) Commanders are authorized to make other entries on this page
that are essential to docunent an event in a Marine's career for which no
ot her nmeans or nmethod of recording exists or for the issuance of "one tine"
supply itenms. Authorized entries under this rule nust neet two tests: (1)
the information contained in the entry is of permanent value to the Marine's
career; and, (2) the information is not, or cannot be, docunented anywhere
el se in the SRB, nedical records, or the Marine's MCTFS record.
Participation in certain operations (excluding routine training exercises/
operations) not specifically identified as conbat operations or as having a
potential for escalating into conbat operations and humanitarian relief
efforts (i.e., California Loma Prieta Earthquake Relief, etc.) are considered
to be significant events in a participant's mlitary career

(2) Restrictions

(a) Do not make entries on page 11 which concern adm nistrative
di scharge or conpetency revi ew proceedings if they do not, upon final review,
result in discharge or reduction.

(b) comanders will not use page 11 as a local training record.
Do not make entries to document |ocal indoctrination |ectures or
acknow edgnment of certain |ocal regul ations pertaining to drug/al cohol
uniform and fraternization policies. As an exception, the comuandi ng
O ficer, MSG Battalion may nmake necessary counseling entries regarding
fraternization with civilian personnel upon assignment of the Marines to
certain posts.

(c) Do not nmke separate entries for assignnent to or renoval
fromthe weight control/mlitary appearance program The adm nistrative
separation counseling entry required by MCO P1900. 1EE upon assignnment to
wei ght control, the conpletion of enclosure (4) to MCO 6100. 10B, the
assignment and rempval entries reported in MCTFS, and entries made in the
Marine's health record are considered sufficient to satisfy the recording
and docunentation requirenents. There is no requirement other than the MCTFS
entry, to record a Marine's renoval from weight control/mlitary appearance
program
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4011. OFFENSES AND PUNI SHMVENT (NAVMC 118(12))
1. Page 12 is designed for recording of fenses and puni shnents, for
establishing command jurisdiction at tine of offense, and for recordi ng Good
Conduct, SMCR, and Arnmed Forces Reserve Medal periods. Upon immedi ate
reenlistment, reproduce any page 12 containing entries subsequent to the | ast
enlistment. Forward the copy(ies) per table 4-2, colum B. (See paragraph

4005. 4.)

2. The offenses and puni shnment section is designed for recordi ng nonjudicia



puni shment (NJP) and VA. The tine a Marine spends | HCA before trial in a
civilian court is not VA if the Marine was not absent w thout authority at
the time of arrest and (1) the charges are dism ssed, or (2) the Marine is
found not guilty of all charges. Do not record nonpunitive neasures, such as
those listed in RC M 306 (c) (2), MCM 1995, and in sections 0102-0105 of
the JAGVAN, which are not NJP's, on page 12. This also applies to the old
Marine Corps term "conmandi ng officer's warning," which is not an authorized
term under nonpunitive nmeasures and will not be used or recorded. Do not
make entries on page 12 regarding courts-martial

a. Entries on page 12 will be signed by the comrander or a designated
representative authorized to sign by direction (see paragraph 4001. 4h).
Separate each entry with a heavy bl ack line.

b. Mke entries in this section as foll ows:

(1) NJP. VWhen NJP is inposed as authorized by UCMI, Article 15, and
the MCM 1995, record the date of the entry, the article(s) of the UCM
violated, a summary of the offense, the punishnent inposed (if any or all of
t he puni shnent inposed is suspended, indicate the specific punishment, |ength
of suspension, and the terms for automatic rem ssion), the date the NJP was
i nposed, the RUC of the unit reporting the punishnent, the UD nunber and date
on which the punishment is reported, and whether an appeal was made and
action on appeal, if any. The entry nust state the billet (e.g., BnCO O C,
etc.) and grade (e.g., Maj) of the officer inposing the NJP. For exanple,
"AmMd at O C (Capt) NJP on (date);" "Awd at MEUCO (Col) NJP on (date)." |If
reduction in grade is inposed and not suspended, record the effective date
of reduction. (The effective date of reduction is the date specified in the
reduction order.) If a forfeiture is inposed, include the anmount per nonth,
nunber of nonths, and total anmount of forfeiture. [If a portion of the
forfeiture is suspended, indicate the total anount of forfeiture suspended.
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Exanpl es:

"960728. Viol Art. 86, UCMI: UA (AWOL) fr 0746, 960722 to 1300,
960724. Awd red to E-1, forf $30.00 pay per no for 2 nps (Total forf
$60. 00), and 15 das extra duties. Eff date of red is 960728. Forf of $30.00
pay per mo for 1 no susp for 3 npbs, at which tinme, unless sooner vacated, the
suspended forfeiture will be remtted wo further act (Total forf susp
$30.00). Awd at Bn CO (LtCol) NJP on 960728. Rpt by RUC 11160 on UD 00097
dtd 960728. Not appealed.”

"960906. Viol Art. 90, UCMIJ: Struck Capt Slick with an
entrenching tool at HgCo, HgBn, 3d Mardiv. Awd red to E-3, oral reprimand,
30 das restr to the limts of HgqCo, HgqBn, 3dMarDiv w/ o susp fr du, and 30 das
extra duties, to run concurrently. Red to E-3, 30 restr and 30 das extra
duties susp for 3 nps, at which tinme, unless sooner vacated, all suspended
puni shment will be remitted WO further act. Awd at Bn CO (Col) NJP on
960904. Rpt by RUC 13001 on UD 00148 dtd 960906. Appeal subm 960905.
Appeal denied 960906."




| NOTE: Oral reprimands nmay be nonpunitive (not intended as NJP) or |
| punitive (intended as NJP). If the officer conducting NJP inposes |
|only an oral reprimnd during the proceedings and i ntends the |
| reprimand to be punitive in nature, prepare a normal NJP entry and
|include this fact as the punishnent inposed (e.g., Awd oral reprinand).|
| 1f, however, the officer intends the oral reprinmand to be nonpunitive
| do not nake an NJP entry. |
I

(2) Conpliance with U S. Versus Booker. 5 MJ. 238 (CMA 1977) and
U S. Versus McLenore. 10 MJ. 238 (CMA 1981). Before considering NJP in
aggravation at a subsequent court-martial, the above cases and JAGVAN
section 0109, require a witten statenent showi ng that an accused did not
exercise the right to refuse NJP, and that acceptance of NJP does not
preclude the conmand from taking other adverse adm nistrative action agai nst
the accused. Conpliance is acconplished by recording an entry, signed by the
accused, on page 12 prior to inposition of NJP. Use of a rubber stanp when
making this entry is authorized. The following is an exanple of an entry
which is sufficient for this purpose:

(Date). | have been given the opportunity to consult with a
| awyer, provided by the Governnent at no cost to
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to me, in regard to a pending NJP for violation of Article(s) of the UCMI.

I understand | have the right to refuse that NJP; I (do) (do not) choose to
exercise that right. | further understand that acceptance of NJP does not
preclude ny command fromtaki ng other adverse adninistrative acti on agai nst
me. "

(a) In sone cases a Marine will have several NJP entries,
creating difficulty in determ ning whether the Marine was afforded the rights
cont ai ned in paragraph 4013.2b(2) for each NJP hearing. Sample sentence:

"This entry applies to the NJP held on (date)."

(b) If a hearing of NJP results in no punishnments inposed, do
not retain the entry required by paragraph 4013.2b(2) as a natter of record.
If there are no other offenses and puni shments recorded, renove the page and
replace with a new page 12. Transcribe the Good Conduct Medal period or the
Sel ected Marine Corps Reserve Medal and Armed Forces Reserve Medal period
commencenent date(s), as appropriate, to the new page. |f other offenses and
puni shments are recorded on page 12, acconplish the removal of the entry
aut hori zed by paragraph 4013.2b(2) by drawing a thin-inked |ine through the
entry as prescribed in paragraph 4001.4e(1). Initial the lined-out entry
per paragraph 4001. 4h.

(c) Vacation of a Suspended Portion of NJP. Record as a
standard entry on page 12 the vacation of a suspended reduction/sentence,
previously inmposed by NJP (although an adm nistrative action and not NJP),
as follows:



"960728. NJP inmposed and suspended on (date) for a period
of (nunber) nonths/days is hereby vacated and the punishnment is ordered
executed this date. Rpt by RUC 54031 on UD 00098 dtd 960728."

(3) unauthorized Absence (VA). The inportance of accuracy in
content and signature on all entries regarding VA cannot be overly stressed.
VA entries are used as proof of an absence offense. The required infornmation
nmust be accurately recorded and properly authenticated in order to be all owed
as evidence at a court-martial. Include any known aggravating circunstances
in the entries. Aggravating circunstances include declarations nmade by the
Marine regardi ng the absence, information regardi ng absence to escape or
shirk inportant or
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hazardous service, etc. |If aggravating circunmstances becone known after the
UA entry is made, record the date and circunstances i medi ately bel ow t he DA
entry. |If the UA is excused as unavoi dable, delete the DA entry fromthe SRB

and docunent the renmpval per MCO F1050.3. The exanpl es shown bel ow are
provi ded for assistance in preparation of entries:

(a) A Marine is carried on the rolls who has been in an UA
status for 24 hours. Record date and hour absence commenced, the RUC of the
unit reporting the absence, and nunber and date of the unit diary on which
t he absence is reported.

Exanpl e:

"960206. UA(AWOL) fr this org since 0801, 960205. Abs
rpt by RUC 12001 on UD 00028 dtd 960206. "

(b) A Marine is en route to join, fails to report in conpliance
with orders, and has been in a UA status for 24 hours. This entry nust show
absence fromthe organi zation to which the Marine is ordered to report.
Record date and hour absence commenced, the RUC of the unit reporting the
absence, and nunber and date of the unit diary that reported the absence.
Exanpl e:

"960115. UA(AWOL) fr (unit) since 0001, 960114, failed to
report to CG 2d MarDiv, FMF, Canliej, not |ater than 2400, 960113. Abs rpt
by RUC 12001 on UD 00014 dtd 960115."

(c) Upon apprehension, delivery, or surrender of a Marine in a
UA/ desertion status, record the entry as follows: hour and date of return to
mlitary control, how the Marine returned to mlitary control, the RUC of the
unit reporting term nati on of absence, and nunber and date of the unit diary
on which the term nation of absence was reported. Exanples:

"960206. Fr UA(AWOL) at 0901, 960205 when the Marine surr
at this org. Termination of abs rpt by RUC 54031 on UD 00033 dtd 960206."

"960207. Fr UA(AWOL) at 0900, 960206 surr to J. J. Jones,
Sheriff, King County, 221 Market Street, Seattle, WA, at 0900, 960206, and
was del to this org at 1000, 960207." Term nation of abs rpt by RUC 54031



on UD 00019 dtd 960207. DD Form 616 published 960207."
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"880206. Fr UA(AWOL) at 1000, 880201 aprnd by RS, LBEACH
| ssued orders and trans to rpt to this org NLT 2000, 880205. Term nation of
abs rpt by RUC 54031 on CD 00022 dtd 880206.

(d) Upon apprehensi on and/ or subsequent conviction by civi
authorities of a Marine in a VA/desertion status, record the entry as
follows: Hour and date of apprehension, the RUC of the unit reporting the
appr ehensi on, and nunber and date of unit diary on which the |IHCA was
reported. Exanple:

"960113. Jd I HCA at 1000, 960112 while in (CA/ desertion)
status fr 2d MarDiv since 1300, 951015. |[|HCA rpt by RUC 54031 on CD 00013
dtd 960113."

(e) If a Marine enters a period of absence for which there is a
requi renent, established in chapter 5 of MCO F5800.8C, to publish a DD Form
553, record the date and the fact the DD Form 553 was published in the entry.

(f) Upon return froma period of absence for which a DD Form
553 was published, publish a DD Form 616 per chapter 5 of MCO P5800. 8C.
Record the date and the fact the DD Form 616 was published in the
appropriate entry.

(4) Desertion

(a) Entry of Mark of Desertion. When a mark of desertion is
required by current directives, record it in a narrative style to show date
of entry of the mark, type of VA hour and date VA conmenced, RUC of the unit
entering the mark, nunmber and date of the unit diary showi ng that the Marine
is dropped fromthe rolls, and any information which would show i ntent or
lack of intent to desert. Exanples:

"960131. CA(AWOL) fr this org since 0801, 960101
Decl ared deserter this date as of 0801 960101 and dropped fr the rolls of
this org on RUC 54031 CD 00029 dtd 960131. DD 553 published this date."

"960302. UA(AWOL) fr this org since 0001, 960131 when
failed to rpt in conpliance with orders issued by HgBn, HQMC, ARLVA, to rpt
to CG 2d MarDiv, FMF, Canliej, NLT 2400, 960130. Declared a deserter this
date as of 0001, 960131 and dropped fr the rolls of this org on RUC 12001 CD
00035 dtd 960302. DD 553 published this date."
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"960204. Fr UA(AWOL) at 1000, 960202 when aprnd by RS,

LBEACH. |Issued orders and trans to rpt to CO MCSFCo, MCSFBn, FMF, BRUNS
NLT 2000, 960203. UA(AWOL) since 2001, 960203 failed to rpt in conpliance



with those orders. Declared a deserter as of 2001, 960203 and dropped fr
the rolls of this org on RUC 53270 UD 00032 dtd 960204."

(b) Admi nistrative Requirenments. Conplete the foll ow ng
adm nistrative requirenments when a Marine enters into a desertion status:

1 Prepare and distribute the DD Form 553 (Notice of Absentee
Wanted by the Armed Forces) per LECADM NMAN.

2 Drop the Marine fromthe rolls of the command per the
MCTFSPRI M

3 Adnministratively declare the Marine a deserter on pages 3
and 12.

4 Assign conduct/duty proficiency marks on the date
preceding the to UA date.

5 Assign conduct/duty proficiency marks of 0 and NA
respectively, with an effective date the sanme as UA date.

(c) Renoval of Marks of Desertion. Only renove marks of
desertion under the guidelines set forth in paragraph 5012, MCO P5800. 8C.
Renmove a mark of desertion by recording a counterentry as foll ows:

"(Date). The mark of desertion under (date) for the absence
commencing (date) is hereby renopved as erroneous. Authority: (Record the
circunmst ances and authority for the renoval of the mark of desertion). DD
Form 616 published (date) ." Do not renove the mark of desertion in cases
where Marines in a deserter status are apprehended and/or convicted by civi
authorities. Exceptions to this policy are in MOO P5800.8, LEGADM NVMAN. The
finance officer maintaining the Marine's pay account nust al so be infornmed
(by a copy of the signed DD Form 616) of the renoval of the mark of desertion
before the Mari ne can be paid any nonies due prior to the Marine's entry into
a desertion status. (See the LEGADM NMAN.)
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3. Marine Corns Good Conduct Medal (GCM. The "Good Conduct Medal Period"
section is designed for recording the beginning dates of GCM periods. \Wen
the actual date of comencenent of a GCM period is known; e.g., date of first
or recruit enlistment in the Marine Corps, date of first recruit enlistnment
in the Mari ne Corps Reserve for i mediate assignnment to active duty,

enlisted reservists assigned to the Active Reserve (AR) program etc., record
the date in this section. Wen the actual date of conmmencenment is not known
due to broken active service, the commander may, after all other efforts to
reconstruct a commencenent date have been exhausted, request a constructive
date of comencenent fromthe CMC (MWHR). (See MCO 1650. 19 and SECNAVI NST
1650.1.) NOTE: Prior to 27 April 1990, Marines were all owed one NJP during
a GCM period before the GCM conmencenent date changed. Under the old policy,
the Marine's GCM date changed with the second NJP and upon each subsequent
NJP during the GCM period. On 27 Apr 90, the current policy was instituted.

a. Marine Corns Good Conduct Medal Eligibility Requirements. The GCM



was established on 20 July 1896, to recogni ze good behavior and faithfu
service in the Marine Corps. The following are specific eligibility
requi rements for the GCM whi ch becane effective on and after 27 April 1990:

(1) Service

(a) Any 3 years of continuous active service, regardless of
expiration or extension of enlistments and any previous or subsequent
di sci plinary action except as indicated in paragraph 4013.3a(2), for enlisted
personnel, Regul ar or Reserve, including service in tenmporary warrant or
tenporary conm ssioned status, provided such tenmporary officer reverts to
enlisted status. Additionally, if a Marine reenlisted within a period of 90

days from date of discharge, it will not be construed as an interruption of
conti nuous service but the period between the date of discharge and
reenlistment will not be counted when reconstructing a GCM commencenent date.

(b) For first award only, the GCM may be awarded, provided
conduct terns are nmet, to the next of kin in those cases where a Marine is
killed in combat action agai nst an opposing arned force, or in the line of
duty where such wounds received in conbat action agai nst an opposi ng arnmed
force, or dies as a direct result of wounds received in conbat action agai nst
an opposing arned force, or dies in the line of duty where such death was
directly related to actions agai nst the eneny.
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(c) For first award only, the GCMis authorized for Marines who
are separated fromthe naval service for physical disability as a result of
wounds incurred in conbat action against an opposing arned force, or in the
line of duty where such wounds resulted directly fromaction agai nst the
eneny, provided conduct requirenments are net.

(d) For first award only, the next of kin of Prisoners of War
woul d be eligible to receive the GCMif the Marine's dem se occurs while in
a POWstatus, provided it has been determ ned that conduct while in a POV
status was honorabl e.

(2) Conduct. The GCMis earned for otherw se qualifying service
i nvol ving no convictions by courts-martial, no NJP under the UCMJ, Art. 15,
and no lost tinme by reason of sickness-m sconduct or injury-m sconduct. Any
conviction by courts-martial, NJP, or time |ost due to sickness-m sconduct
or injury-msconduct, after conmencenent of a GCM period, invalidates the
accurmul ated time for GCM eligibility. Wen one of these situations occurs,
line out the previous entry (commencenent date), and record the date of
conmmencenment for a new period of eligibility as foll ows:

(a) When a Marine is a subject of NJP, record the date the NJP
was awarded. As an exception, when NJP is for an offense which occurred
within the 3-year period and the NJP is awarded after the expiration of that
3-year period, the award is voided, and the date of the offense becones the
new comrencenent date for the award.

(b) When the Marine is convicted at a court-martial, record the
date of the convening authority's action on all sentences not involving



confinenent, or involving confinenent that is suspended, as the new
commencenent date. As an exception, when a court-martial for an of fense

whi ch occurred within the 3-year period is approved by the convening
authority after the expiration of the 3-year period, the award i s voi ded,
and the date of the offense becones the new comencenment date for the award.

(c) If an approved court-nmartial sentence involves confinenent
(not suspended), make no change in the previous date until the Marine is
| ater released from confinement and restored to duty, at which tine record
the date of release fromconfinenent as the new comencenent date
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(d) If a new commencenent date has been assigned as a result of
a convening authority's action on a court-martial where no confinenent was
adj udged, or confinenent served as a result of a court-martial sentence, and
the court-martial conviction is subsequently set aside, then line out the new
conmencenent date and restore the old date

(e) In cases of tine |ost due to sickness-m sconduct or injury-
m sconduct, record the date of return to duty as the new commencenent date.

b. Were the foregoing requirements have been nmet, but it is evident
that the individual is not deserving of this award due to a repeated record
of letters of valid indebtedness, conviction by a civil court for a ngjor
of fense or offenses, or other acts which are not in keeping with the high
noral standards required for all Marines, the commanding officer will make
appropriate recommendations to the CMC (MVWA) stating the reasons. Once
approved by the CMC, the date the | ast offense or act was comitted is the
new comrencenent date for the award.

c. |If a Marine is awaiting NJP, under investigation for an offense, or
awaiting trial by courts-martial, the commander is authorized to w thhold
awar di ng the GCM pending the results of the NJP or the convening authority's
action on the court-martial; the commander then takes appropriate action per
par agr aphs 4011.3a(2) (a) through (e).

d. Wien a GCM (or star in lieu of another nedal) is awarded, record the
fact on page 9, and record the new date of conmencenent as the date follow ng
the end of the award peri od.

4. Selected Marine Corps Reserve Medal (SMCRM and Arned Forces Reserve
Medal (AFRM). The "Sel ected Marine Corps Reserve Medal" section is designed
for recording the commencenent dates for the SMCRM and AFRM periods for
Reserve enlisted Marines. Revisions of NAVMC 118(12) | ater than 10-65
contain a specific place for this entry. 1In SRB's which contain NAVMC
118(12), revision 12-61 or 10-65, use and | abel the space adjacent to the
enbossed plate inpression "Selected Marine Corps Reserve Medal period
Commences" and "Arned Forces Reserve Medal period Commences" for this
purpose. The following instructions apply for the appropriate nedal:
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a. Selected Marine Corps Reserve Medal Commencenent Date. For nonprior
service recruits awaiting | ADT, the beginning date of I ADT is the
commencenent date. Tine spent awaiting | ADT shall not count toward the
period required for the nmedal, except portions of such tine which are spent
in the Category P Training Program and only when drill requirenments are net.
In the case of Marine Corps reservist with prior service, record the date of
joining a SMCR unit as date of commencenent of eligibility for the SMCRM

b. Selected Mari ne Corps Reserve Medal Eligibility Requirenents.
Awarded to nenbers of the Marine Corps Reserve who, between 1 July 1925 and
31 Decenber 1995, have fulfilled certain designated service requirenents
within any 4-year period of service or, on and after to 1 January 1996, have
fulfilled certain designated service requirement within any 3-year period
of service in the SMCR. The following are specific eligibility requirenents
for this nedal

(1) Attendance with a Sel ected Marine Corps Reserve (SMCR) unit to
i nclude duty in an Individual Mbbilization Augnentee (IMA) billet, at four
consecutive annual training (AT) periods during the period 1 July 1925
t hrough 31 Decenber 1995, and at three consecutive annual training (AT)
periods on or after 1 January 1996. A period of active duty for training
whi ch has been authorized to be perfornmed in lieu of a regular annua
training (AT) period will fulfill this requirenment.

(2) Effective 24 April 1961 through 31 Decenber 1995, attendance
with the SMCR unit, to include duty in an IMA billet, of 90 percent of al
schedul ed drills each year for 4 consecutive years and, on or after 1 January
1996, for a period of 3 consecutive years. Eligibility for a nedal prior to
24 July 1961 is based on 80 percent attendance of all scheduled drills.
(Appropriate duty or equivalent instruction-or-duty nmay be credited in lieu
of drills.)

(3) In the case of officers and noncomn ssi oned officers (sergeant or
above), it is the responsibility of the commandi ng officer (or Commandi ng
General, Marine Corps Reserve Support Command (MCRSC)) in the case of I MA's
to determine that the individual's service and performance of duty warrant
the award. Enlisted personnel in the grade of corporal and bel ow nmust have
obtained for the first 4 year period (24 April 1961 through 31 Decenber 1995)
or for the first 3 years commenci ng
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1 January 1996, a conbi ned average of conduct and proficiency markings of
4.0 or above. For subsequent periods, enlisted personnel nust have obtained
a conbi ned average of conduct and proficiency markings of 4.5 or above. When
it is evident that the individual who otherwise fulfills the eligibility
criteria is not deserving of this award because of a repeated record of

i ndebt edness or other acts which are not in keeping with the high nora
standards required of all Marines, conmanding officers (or the Commandi ng
General, MCRSC in the case of IMA's) will meke appropriate recomendati ons

to the CMC (MMMA) stating the reason.



(4) Menbers of the SMCR, including | MA, when called to active duty
in time of war or national energency may be credited while on active duty
with the annual training (AT) and required drill attendance when they have
served not | ess than one nonth on active duty during each qualification year
Such active service may be credited only for the purpose of qualification for
the nedal or bronze star toward which the reservist is working at the tinme of
nmobi | i zation. When the reservist's 4 or 3 year period (as applicable) is
conpl eted, active duty subsequently perfornmed nmay not be credited toward the
i ssuance of a nmedal or star. |If the period of active duty is of such
duration that the reservist is ordered to inactive status prior to
conpletion of the reservist's 4 or 3 year period, as appropriate, the tine
spent on active duty may be credited toward the award of medal or star, but

credit for active duty will not be allowed for any 4 or 3 year period, as
appropriate, which began with the reservist on active duty. Once a nedal or
star is earned after nobilization, the reservist must return to drill and

training status in the SMCR (including | MA) before a new qualification period
begi ns.

(5) When a nenber of the SMCR is unable to attend drills due to

absence fromthe place of drill, or for causes beyond his/her control
excl usive of sickness, the reservist should request a | eave of absence for
such period, in order that the absence fromthe regular drill period wll

not count against the record of attendance for eligibility for the SMCRM

(6) Retroactive for the period 31 Decenber 1955 through 12 January
1961, the nmedal will also be awarded to those officers prohibited by the
rotation system due to the lack of billets, fromserving in the SMCR
(including service as an | MA category A) for a 4 year period, provided they
have net the following criteria: conpleted any continuous 5 anniversary
years of satisfactory Federal service in the Marine Corps Reserve
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(including I MA training categories A, B, C, and D) as defined by regul ati ons,
whi ch includes a m ninmum of 2 consecutive years of satisfactory participation
as a menber of an SMCR unit, or as an | MA category A, during which attendance
at the drills and periods of annual field training neets the requirenents of
subpar agr aphs 4b(1) through 4b(3).

(7) Any period of qualifying service beginning with SMCR nenbership
interrupted by duty with the Active Reserve (AR) (fornerly FTS) Program shal
not be considered a break in the said period of 4 or 3, as applicable,
consecutive years for eligibility. Furthernore, any such period of active
duty may be credited with the annual field training and required dril
attendance for the purpose of conpleting qualification only for the nmedal or
bronze star toward which the reservist was working at the time of active duty
in the AR Program

(8) An enlisted reservist entering AR status nust select (1)
continuation of the applicable SMCRM period, or (2) to start a new GCM
commencenent date. Docunent this selection by an entry on page 11. |If the
Marine elects to continue the SMCRM peri od, award the nmedal or bronze star
when the Marine meets requirenents. Upon conpletion of the SMCRM period for
whi ch the SMCRM or bronze star is awarded, the Marine will, w thout further



el ection, comrence eligibility for the GCM The GCM conmencenent date wil |
be the day follow ng the ending date for which the SMCRM was awar ded.

c. AFRM Comrencenent Date. For nonprior service recruits awaiting
| ADT, the date contracted is the commencenent date. For prior service
Marines the date joined to the Marine Corps Reserve is the commencenent date.

d. AFRMEligibility Requirenents. Issued to any officer or enlisted
menber or forner nenber of the Reserve Conponents of the Arned Forces who
conpletes or has conpleted a total of 10 years of honorable satisfactory
service under the follow ng conditions:

(1) The required 10 years nust have been perfornmed within a period
of 12 consecutive years.

(2) Such service shall not include service in a Regul ar conponent
of the Arned Forces; however, any period of tinme during which Reserve service
is interrupted by service in a Regul ar conponent of the Arnmed Forces
(i ncluding Naval Acadeny M dshi prman
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service) shall not be considered a break in the said period of 12 consecutive
years but will not count as qualified service

(3) Any period during which Reserve service is interrupted by one or
nore of the following will be excluded in conputing, but will not be
considered as a break in the period of 12 years:

(a) During a tenure of office as any State official chosen by
the voters of the entire state, territory, or possession

(b) During tenure of office as a nmenber of the |egislative body
of the United States or of any state, territory, or possession.

(c) While serving as judge of a court of record of the United
States, or of any state, territory, possession, or the District of Colunbia.

(4) Service in the Retired Reserve (with or w thout pay), or on the
I nactive Status List shall not count toward eligibility.

(5) U.S. Naval Reserve M dshipnen are not eligible, after 1 July
1950, for the AFRM since they are not in a position to earn 50 retirenent
poi nts per anniversary year

(6) Reserve Aviation Cadet tine is considered to fulfill the
requi renents for the AFRM subsequent to 1 July 1950, since such reservists
are on active duty and are thus earning the yearly 50 retirenment points.

(7) I'n order to achieve a year of honorable satisfactory service, a
reservi st must accunul ate during each anniversary year of service subsequent
to 30 June 1949, a total of at least 50 retirenent points. All honorable
service prior to 1 July 1949, active or inactive, as a menmber of a Reserve
conponent of the Arnmed Forces is qualifying service. The required 50 points



may be accunul ated by one of the follow ng nmethods, or by any conbination
thereof, and the points will be credited on the basis indicated:

(a) One point for each authorized |IDT period in an organi zed or
vol unteer unit.
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(b) One point for each period of appropriate duty, or equival ent
i nstruction, or equivalent duty.

(c) One point for each day of training duty, served with or
wi t hout pay.

(d) One point for each day of active duty.

(e) A varying nunber of points for conpletion of each
correspondence course.

(f) Fifteen gratuitous points are automatically credited
annually to all Marine Corps Reservists by virtue of their nenbership in
the Marine Corps Reserve provided they are not on the Inactive-Status List
or the Honorary Retired List of the Marine Corps Reserve.

(8) Marine Corps Reserve personnel who, until 17 Decenber 1965, are
eligible to receive the Marine Corps Reserve Ri bbon, may at their election
be awarded in lieu thereof the AFRM provided they have net the foregoing
requi renents; however, both awards shall not be issued for the sanme period
of service

(9) Marine Corps Reserve personnel serving in an AR billet may
continue to count service for the award to which they were qualifying for
upon entering in the AR program but may not conmence a new peri od of
qual i fying service

e. Criteria for the AFRM and SMCRM are contai ned i n SECNAVI NST 1650. 1.
If a Marine fails to qualify under any of the criteria stated above, |ine out
the previous commencenent date, and record the new commencenent date as
appropriate.

f. Record commencenent dates for the SMCRM and AFRM fol | owed by the
award nunmber. When the nedal or a star (in lieu of 2d and subsequent awards)
is awarded, record an entry in the authorized awards section of page 9.

Del ete the conmencenent date by drawing a thin-inked |ine through the
recorded date and initial the deletion. Record the date the new
qualification period comrences above or below the |ined-out entry, as
appropriate. The new commencenent date is the day followi ng the end of the
period for which the award was made. |If a commencenent date cannot be
deternined, the commander will request a constructive date of commencenent
fromthe CMC (MWA) .
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4012. RECORD OF CONVI CTI ON BY COURT- MARTI AL (NAVMC 118(13)); SUPPLEMENTARY
RECORD OF CONVI CTI ON BY COURT- MARTI AL ( NAVMC 118 (13A)).

1. NAVMC 118(13) and NAVMC 118(13A) are forns that record the history of a
court-martial. These can also serve as evidence of a previous conviction
when a Marine is to receive a subsequent court-nmartial
2. Prepare the Record of Conviction by Court-Martial (NAVMC 118(13)) for
each sunmary, special, and general court-martial. Prepare and distribute
t he page 13 as follows:

a. Cenera

(1) Prepare in duplicate (both copies nmust be signed).

(2) Use authorized abbreviations.

(3) If there is insufficient roomin any block on the page 13 to
enter required information, continue the information on the reverse of the

page. Indicate in the block being continued, "Contd on Reverse.” On the
reverse of the page, indicate "Block___ Contd." and enter the appropriate
information. |If all roomon the front and reverse of the page is filled and

nore information needs to be recorded, use 8 1/2 x 11 inch white bond paper
Enter the Marine's identifying information on the bottom of the continuation
sheet. Nunber the continuation sheet accordingly, i.e., 13-1la, 13-2a, etc.
When a continuation sheet is used enter "Contd on Supp Pg" after the page
nunber on the page 13.

(4) Until forwarding the NAVMC 118(13A) to HQMC, both copies shoul d
be filed in the SRB

(5) When action has been taken by proper authority that results in
setting aside the findings on all charges and specifications, renove and
destroy both copi es.

(6) When all or part of the sentence is approved by the convening
authority, conmplete the formand forward the signed duplicate copy to the
GMC (MvSB) for filing in the OMWPF. Retain the original in the Marine's SRB

(7) If the court-martial acquits the accused of al
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charges and specifications, then no page 13 or 13A is conpleted, and the SRB
or OQR will contain no indication that the accused's case was referred to a
court-martial .
b. Specific Blocks
(1) Reverse Side. Compliance with U S. Versus Booker, 5 MJ. 238

(CMA 1977) and U.S. Versus MlLenore, 10 MJ. 238 (CVA 1981). Before a
summary court-martial (SCM can be considered in aggravation at a subsequent



court-martial, the above cases inplies that a witten statenent is required
to show that the accused was given the opportunity to consult with

i ndependent counsel prior to accepting trial by SCM the accused did not
exercise the right to refuse trial by SCM and that acceptance of a trial by
GCM does not preclude the conmand from taking other adverse adm nistrative
action against the accused. Conpliance may be acconplished by recording an
entry on the reverse side of the page 13, signed by the accused, prior to
commencenent of the trial. The following is an exanple of an entry which

is sufficient for this purpose. Use of a rubber stanp is authorized.

"(Date). | certify |I have been given the opportunity to consult
with a | awyer, provided by the governnent at no cost to nme, in regard to a
pendi ng SCM for violation of Article(s) ___ of the UCMI. | understand
I have the right to refuse that SCM | (do) (do not) choose to exercise that
right. | further understand that acceptance of trial by SCM does not
preclude ny command fromtaki ng other adverse adninistrative action agai nst
me. | (will) (will not) be represented by a civilian/mlitary |awer

Si gnature of Marine."

(2) Block 1. G ve the conplete organizational unit address of the
accused (including ZI P code)

(3) Block 2. Place an "x" in the block reflecting the type of
court-martial by which the accused was tried. For date of trial, reflect
the date the sentence was adjudged.

(4) Block 3. State each charge and descri be each specification in
sufficient detail to show date and place of comm ssion, and nature and
seriousness of offense alleged. The nere statenment, "Viol of Art. 86" is not
adequate. For exanple, in case of UA of fenses, show the inclusive dates of
absence; in the case of disobedience of orders, include the gist of the order
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violated so that the seriousness of the offense is indicated. Exanple: "Chg
l-Viol Art 134 UCMI. SPEC 1. Drunk and disorderly on 960605 in Bremerton,
WA. SPEC 2. Dis M6 rifle in bks; MB, NSB, Bangor, Brenmerton, WA, on
960605. Chg Il-Viol Art 85 UCMJ. SPEC 1., etc." Nunber charges and

specifications as they were nunbered on the charge sheet.

(5) Block 4. State the findings of each charge and each
speci fication under each charge. For exanple, when there is only one
charge and specification, the findings would be set out as foll ows:

"Chg: G Spec, Chg: G

When there is nore than one charge and specification, the findings would be
set out as foll ows:

"ChgIl: G Spec 1, ChgIl: G Spec 2, Chg I: G

Chg I'l: NG Spec, Chg Il1: NG



Chg I'll: G Spec 1, Chg Ill: NG Spec 2, Chg Il
G Spec 3, Chg IIl: NG

When the accused is found guilty of an offense that is different, or in the
case of unauthorized absence, shorter than was alleged in the specification,
use this exanple:

"Chgl: G Spec 1, Chg |l: GUA (AWOL) fr 790916-791127

Chg Il: G Spec, Chg Il: Gexcept words "in the neck and”
substituting "in the back and”

Chg Ill: G Spec 1, Chg Ill: G Spec 2, Chg Ill: G

(6) Block 4A. Place an "X" in the appropriate block to reflect
whet her or not the accused was represented by counsel or that representation
was wai ved.

(7) Block 5. State entire sentence briefly. Exanple: "To forf $35
per month for 1 nonth; to be cnfd at hard labor for 1 month." "To be dis
with a BCD; to be cnfd at hard labor for 5 nmonths; and to forf $150 per nonth
for 5 nonths."
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(8) Block 6. Briefly sunmarize action taken by, and date of,
convening authority's action. Exanples: "Approved and ordered executed;"”
"Appr and ordered executed. Forf of $150 per no for 3 npbs susp for 6 nbs."
"Finding on Chg | Spec 1 disappr.” "Only so nuch of the sent as prov for
cnft at hard | abor for 3 nobs, forf of $150 per no for 2 nmos and Red to E-1 is
appr and ordered executed." Exanples for sentences that include a BCD are:
"Approved." "Sentence is approved and, except for the BCD will be executed."
"Only so nuch of the sentence as provides for a BCD and CHL x 4 nonths is
approved and, except for the BCD, will be executed."

NOTE: Any court-martial sentence which included a punitive discharge
or confinement exceeding 90 days (if the sentence is expressed in days)
or 3 nonths (if the sentence is expressed in nonths) triggers an |
automatic an automatic reduction to private first class unless the
convening authority suspends or renmits this automatic reduction. Block
6 nmust reflect the convening authority's action concerning the |
automati c reduction. |
I

(9) Block 7. When a court-martial sentence, as approved by the
convening authority, includes forfeiture or detention of pay, fine, or
reduction in grade, enter date and nunber of the unit diary by which the
di sbursing officer is notified.

(10) Block 8. Type the nane of the individual signing the page 13.

(11) Block 9. Type the grade of the individual signing the page 13;
e.g., Col, LtCol, etc.



(12) Block 10. Insert the title of the commandi ng officer or
of ficer authorized to sign "by direction"” of the commanding officer in
this block, along with the conplete identity of the organi zation

(13) Blocks 11-15 on the NAVMC 118(13) (Rev. 8-74). Under MM
1995, these bl ocks are | eft bl ank.

(14) Insert accused's |last nanme, first nane, initial, and SSN;, as
i ndi cat ed.

(15) Nunbering of Pages. Insert the nunmber "1' in the block
provi ded at the bottom of the page al ongside 13, for the
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first conviction by court-martial. Number subsequent pages prepared to
record convictions by court-martial consecutively; i.e., place the nunber "2"

in the block to indicate the second conviction, and so on. See paragraph
4012. 2a(3) for additional requirenents when using a continuation sheet.

3. \Wien subsequent action is taken on an SCM or SPCM sentence by the
convening authority, wherein the sentence did not include an approved bad
conduct discharge, prepare an original and duplicate page 13A as foll ows:

a. conplete blocks 1 and 2 by inserting the accused' s organi zati on at
the time of the original trial (same as page 13). Insert in block 2 the
type of court-martial and the date of the trial (sane as page 13).

b. Block 6. |If the convening authority has taken a subsequent action
i medi ately after the word "ACTION:" in block 6, insert the word
"Suppl enental ," the date, and briefly state the subsequent action. Exanple:

"The sent as susp on (date of action suspending sentence) is vacated.
Unexecut ed portion of sent to cnft at hard labor for 2 nos, forf of $100 per

mo for 2 nos and reduction to E-1 ordered executed." "Unexecuted sentence
remtted this date,” "Cnft unexecuted as of date of this action susp for 6
nont hs. "

c. Blocks 7, 8, 9, and 10, Conplete same as page 13.

d. Nunbering. Nunber the page the sanme as the original page 13 to which
the case relates and inmmediately to the right of the block insert "a.
Exanpl e: If the original page 13 conviction record nunmbered "13 1", numnber
t he subsequent page "13 1 a." See paragraph 4012.2a(3) when required to use
the continuati on sheet.

4. Prepare the supplenentary record of conviction by court-martial (NAVMC
118(13A)) in all cases in conviction by general court-martial, and in those
cases involving conviction by SPCM where an approved bad conduct di scharge
(whet her or not suspended) is included as part of the sentence. Prepare
and distribute the page 13A per the follow ng:

a. Gener a



(1) Prepare in duplicate.

(2) Use authorized abbreviations.

4-115
4012 | RAM

(3) If there is insufficient roomin any block on the page 13A to
enter required information, continue the information on the reverse of the

page. |Indicate in the block being continued, "Contd on Reverse.” On the
reverse of the page, indicate "Block Contd:" and enter the appropriate
information. |If all roomon the front and reverse of the page is filled, and

nore information needs to be recorded, use 8 1/2 x 11 inch white bond paper
Enter the Marine's identifying information on the bottom of the continuation
sheet. Nunber the continuation sheet accordingly, i.e., 13-1la, 13-2a, etc.
When a continuation sheet is used enter "Contd on Supp Pg" after the page
nunber on the page 13A

(4) Initially, file both copies in the SRB

(5) Prepare portions of the page as soon as practicable after
recei pt of the information. For exanple, conplete as nmuch of the page as
possi bl e upon recei pt of a Navy-Mrine Corps Court of Crimnal Appeals
deci si on.

(6) When review of higher authority results in setting aside the
findings on all charges and specifications, renove and destroy the origina
and duplicate of NAVMC 118(13A) together with the original of the record of
conviction by court-martial .

(7) Upon conpletion of all itens, forward signed duplicate to the
GvC (MvsB) for filing in the OWF. |If the signed duplicate is not a carbon
copy of the original, it should be marked "Duplicate Copy."

b. specific Blocks. |Itenms not covered are considered self-explanatory.
(1) Block 3. Briefly summarize action taken by board of review
Record in space provided the date of the Navy-Mrine Corps Court of Crimna
Appeal s action. In those cases not reviewed by board of review, insert the
word "None."

(2) Block 4. Insert date the accused receipted for the Navy-Marine
Corps Court of Crimnal Appeals decision.

(3) Block 5. Briefly summarize action taken by the SecNav or Judge
Advocate Ceneral. Insert in space provided the date such action was taken
If no action is taken by the SecNav or the Judge Advocate Ceneral, insert
the word "None."
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(4) Block 6. Enter date the certificate of attenpted service is



executed in cases where the accused was absent fromthe place of duty, and
delivery of the Navy-Marine Corps Court of Crimnal Appeals decision and
action of the Judge Advocate CGeneral is inpossible.

(5) Block 8. Enter final date by which accused nmay petition the
Court of Appeals for the Arned Forces grant of review

(6) Blocks 11 and 16. Enter title and organization of officer
authorized to sign. Signhatures shall be those of the commander or an officer
duly designated by the commander, in which case the entry will be signed by
di rection.

(7) Block 13. Briefly summari ze action taken by Court of Mlitary
Appeals. Insert in space provided the date of the court's decision.

(8) Nunbering of Pages. The nunber inserted in the bl ock opposite
the nunber 13A will be the sane nunber given the page 13 to which the
suppl enentary record refers.

5. If, after approval by proper authority, a change in the sentence is nade
by the sane or other proper authority and the page 13 or 13A previously
executed does not reflect the true status of the case, prepare an additiona
page 13 or 13A, as appropriate.

a. Contents. This additional page will contain in the appropriate
bl ocks or spaces the following information: the type of court, date of
trial, date of new action, authority taking new action; e.g., convening
authority, Judge Advocate General (Court of Crimnal Appeals), Court of
Appeal s for the Armed Forces or Cl emency Board/ SecNav, summary of new action
and aut henticating signature with title and organi zati on of the convicted
Mari ne's commandi ng officer or an officer duly designated by the commander.
In the latter event, the entry to be signed "Bydir". Enter conplete
i dentifying information of the convicted Marine to include nane, SSN, and
grade at the tinme of the entry and designate this as an additional page by
recording the word "Additional" at the bottom of the page under the figure
13 or 13A."

b. Execution. |If a page 13 or 13A has not been previously
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acconpl i shed concerning the conviction and/or actions concerned, all actions
shoul d be briefly sunmarized in the initial preparation of the appropriate

page.

4013. RECORD CF EMERGENCY DATA ( RED)

1. Purpose. The RED provides a current official and | egally binding record
of relatives, beneficiaries and enmergency information on each Marine to be
used to meke casualty notification and to adjudicate clains for various death

benefits, specifically, the RED provides the follow ng:

a. A current record of the nanes, addresses, tel ephone nunbers, and



directions to the residence of persons to be notified in case of an
emer gency.

b. A current record of persons related to the Marine who may be entitled
to death benefits as prescribed by |aw (SG.I, disposition of renmins,
shi pment of personal effects, etc.). This includes the current spouse, al
children (regardl ess of age, or dependency), parents (natural, adopted, step
etc.), guardians of mnor children, persons acting in loco parentis to the
Mari ne, and ot hers as designat ed.

c. Specific beneficiary(ies) designated to receive death gratuity in
the event the Marine is not survived by a |lawful spouse or child.

d. Specific beneficiary(ies) designated to receive unpaid pay and
al | omances, any ampounts due for unused | eave, or any other nonies due from
the Departnent of the Navy which are unpaid at the time of the Marine's
deat h.

e. Specific beneficiary(ies) designated to receive Servicenen's G oup
Li fe Insurance (SGLI) and the nethod of paynent.

f. Nanmes of insurance conpanies to be notified in the event of a
Marine's death. The CMC (MR) will notify conpanies |isted.

g. A current record of persons not to be notified due to ill health in
the event a Marine enters a casualty status.
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2. Conputer-Generated RED s

a. The RED is automated in the Marine Corps Total Force System ( MCTFS)
and Automated Recruit Managenent System (ARMS) Report the information for the
RED via unit diary entry as prescribed in MCC P1080. 40, paragraph 5126,
(MCTFSPRIM . Audit, correct, certify, and print new RED' s as required in
par agraph MCO P1080. 40, paragraph 9105, (MCTFSPRI M .

b. Audit the RED on the foll owi ng occasions:

(1) During the joining process at the unit. Audit the previously
signed and verified RED contained in the field service record and report
changes on the same unit diary as the join entry.

(2) Annually, during the nonth that corresponds to the last digit of
the Marine's SSN. If the printed RED in the service record contains pen
changes, print a new RED prior to audit by the individual Marine.

(3) Wthin 30 days of deploynent and within 30 days followi ng return
fromdeploynent. |If the printed RED in the service record contains pen
changes, print a new RED prior to audit by the individual Marine.

(4) Upon transfer or detachment for TAD in excess of 30 days.

(5) When the Marine requests changes to the RED



(6) Upon retirement, transfer to the FMCR, or separation fromthe
Marine Corps or Marine Corps Reserve. The RED address and current address,
as applicable, is entered on the DD Form 214 prior to issuance to the
separating Marine by the issuing commnd.

c. All signatures on the RED will use the first nane, nmddle initial,
| ast name format.

d. Retain only the nost recent signed and witnessed RED as a standard
page in the field service record per paragraphs 3001. 2b(6) and 4001. 2b
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3.  NAVMC 10526/ DD Form 93

a. NAVMC 10526/ DO Form 93's previously prepared remain valid until a
change in RED information occurs. When a change is reported, print a
conput er - gener at ed RED

b. Input RED information for newy retired Marines and for reservists
into MCTFS, as appropriate.

c. RED information for newly joined enlisted/appoi nted Mari nes pendi ng
assignment to active duty or to an SMCR unit may be collected on the DO Form
93 or on locally produced forms. The DD Form 93 and/or locally produced RED
may serve as an interim RED until a conputer-generated RED is produced.

d. A locally produced form which contains all pertinent RED
information, may be utilized for candidates in training (not to be directly
conmmi ssi oned upon conpletion of training); i.e., Platoon Leader's C ass,
Naval Reserve Oficer Training Corps. Entries may be handwitten (printed
legibly) in ink. The formw Il be signed and w tnessed per MCO P1080. 40,
MCTFSPRIM  This formwi |l be conpl eted and mai ntai ned by candi date
adm ni stration. Candi dates who are comm ssi oned upon conpl etion of Oficer
Candi dat es School (OCS) and report directly to The Basic School will have
RED i nformation entered via unit diary by candi date adm nistration at OCS

4., Detailed instruction on the reporting of information into the RED data
base are in MCO P1080.40, MCTFSPRIM Figure 4-5 is a sanple of a conputer-
gener ated RED
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***RECORD OF EMERGENCY DATA***
SSN: 123456789 NAME: MARI NE HENRY ALFONSO

RUC: XXXXX CWMPNY CODE: XXXX PLT CODE:  XXXX GRADE: SGI' COMP CODE: XX



SPOUSE NAME/ ADDRESS
MARY A MARI NE 5749 CAROLI NA ST
JACKSONVI LLE, NC 28542

CHI LD NR/ NAME/ DOB/ ADDRESS ( ADDRESS SAME AS SPOUSE)
1 JENNI FER M MARI NE (901226)

2 M CHAEL G MARI NE (920612)

3 KATHLEEN M MARI NE (940417)

GUARDI AN NR/ NAVE/ PHONE/ RELATI ON/ ADDRESS

1 DOROTHEA M MARI NE (GM) (444) 555-1212 SAME AS FATHER ADDRESS

FATHER/ MOTHER NAME/ ADDRESS

1 EDWARD O MARI NE 32 EUSTI S STREET
CAMVBRI DGE, MA 02178
DOROTHEA M MARI NE SAME AS FATHER ADDRESS
DEATH GRATUI TY BENEFI Cl ARY( | ES) NR/ NAME/ RELATI ON/ PCT/ ADDRESS
1 DORCTHEA M MARI NE (M SAME AS ABOVE
PAY ARREARS BENEFI Cl ARY( | ES) NR/ NAMVE/ RELATI ON/ PCT/ ADDRESS
1 MARY A MARI NE (W SAMVE AS ABOVE

DO NOT NOTIFY DUE TO | LL HEALTH  STREET ADDRESS/ Cl TY/ STATE
1 NONE

| NSURANCE COVPANY( | ES) NR/ NAMVE/ POLI CY NUMBER
1 NONE

PRI MARY NEXT OF KI N TELEPHONE NUVBER/ RELATI ONSHI P
1 (222)123-4567/ W

PRI MARY NEXT OF KI N DI RECTI ONS

SGLI | NFORVATI ON ELECTI ON ELECTS $200. 000 COVERAGE
BENEFI ClI ARY SPOUSE
PAY DESI GNATI ON LUMP SUM
DATE 19961201
MEMBERS CERTIFICATION. . ........ .. ... ... ..... RPTD ON UD NUMBER. . .....
W TNESS CERTIFICATION. . ........ ... .. ... ..... DATE CERTIFIED..........

Figure 4-1 --Exanple of a Record of Enmergency Data
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4014. SERVI CEMEN S GROUP LI FE | NSURANCE ELECTI ON (SGLI) (SGLV - 8286,
APR 1996)
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1. File the SG.I election formon the right side of the SRB/OQR i medi ately
foll owi ng the RED

2. Dispose of copies as directed in MCO P1741.8, Governnent Life |Insurance
Manual . For purposes of clarity, the follow ng instructions apply:

a. Oiginal - This page is nunbered 1 and is identified as "MEMBER S
OFFI CI AL PERSONNEL FILE." Insert in Marines' SRB/ OQR.

b. Second copy - This page is nunbered 2 and is identified as "TO
MEMBER'. G ve this copy to Marine concerned

c. Third copy - This page is nunbered 3 and is identified as " UN FORMED
SERVI CES COPY." Forward to the GVMC (MVSB).

3. If the SGI formon file is not dated during the current period of

conti nuous service, conplete a new form There is no requirenment to redo the
SGLI form upon i mredi ate reenlistnment unless the Marine previously declined
or elected reduced SGA.I coverage, in which case a new form nust be effected.

4. MCO P1741.8 and MCO P5000. 14 provide the definition and adm nistrative
procedures to follow when the Marine elects an "unusual" beneficiary.

4015. PERMANENT RECORD OF ENLI STMENT FLI GHT TI ME (OPNAV FORM 1326/ 2)

1. Open a OPNAV FORM 1326/2, Enlisted Flight Training and Operational Log,
for each enlisted Marine issued flight orders involving operational or
training flights as a crewrenber or noncrewnenber. This formis a history of
the unit, aircraft nodel, flight tinme, training received, and capacity of the
crew or noncrewrenber. The source of data | ogged on this formis maintained
by the operations section of the aircraft reporting custodian where flights
are performed. Therefore, for ease in handling and accuracy in maintenance,
the operations section will maintain the OPNAV 1326/2. Upon transfer of the
Mari ne cl ose out
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and return the OPNAV 1326/2 to the SRB. |If the parent command of the Marine
is different fromthe aircraft reporting custodian where flights are
performed, retain the OPNAV 1326/2 in the SRB. 1In this case, operations
personnel will maintain Enlisted Flight Tine Credit Transmittal (OPNAV
1326/1) and will forward totaled reports nonthly to the Marine's

adm ni strative command. Place any NAVMC 118(22), which have a previously
recorded entry, beneath OPNAV Form 1326/ 2.

2. Enlisted crewnenbers are defined as: "enlisted Marines who are invol ved
in frequent and regul ar performance of aerial flight and who are perforning
flight duties which relate to the actual operation of the aircraft or
directly contribute to the inflight operation/nmaintenance of associ ated

equi pnent in the aircraft.” By this definition, the follow ng categories of
Mari nes are included:

a. Aircraft flight engineers.



b. Airborne radi o operators.
c. Crew chiefs and assistant crew chiefs.

d. Instructors whose duties require that they give inflight instruction
as part of a formal school curriculum

e. Marines assigned to airborne command posts.
f. Helicopter machine gunners.
g. NATOPS inspectors-instructors.

3. Enlisted noncrewnenbers are defined as: "enlisted Marines who are
required to performduty involving frequent and regular participation in
aerial flight, but who are not performng flight duties which relate to the
actual operation of the aircraft or directly contribute to the inflight
oper ation/ mai nt enance of associated equipnent in the aircraft.” By this
definition, the follow ng categories of Marines are included:

a. Enlisted Marines under instruction in an established school or course

in which airborne instruction is part of the curriculumand which clearly
contributes to the technical know edge of the trainee.
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b. Enlisted Marines participating in a prescribed course of instruction
to qualify themas crew chiefs and assistant crew chiefs in the aircraft of
the squadron to which they are assigned.

c. Enlisted Marines whose duties require frequent and regul ar
participation in aerial flight for such purposes as installation, test,
research, or evaluation of airborne technical equipnment that cannot be

performed by a Marine already in receipt of flight orders.

d. Enlisted Marines participating in a prescribed course of instruction
to qualify them as helicopter machi ne gunners.

e. Enlisted Marines whose duties require regular and frequent
participation in aerial flight for special purposes, which cannot be
performed by a Marine already in receipt of flight orders.

4. Record the data on the OPNAV 1326/1 as foll ows:

a. Item1. Nanme: Enter last nanme, first nanme, mddle initial

b. Item2. Service Nunber: Enter SSN

c. Item3. Rate: Ent er grade/rank per MCO P1080. 20, MCTFSCODESMAN.

d. Item4. Reason for Flight: Using OPNAVINST 3710.7, enter a code
which reflects the mssion of the aircraft.



e. Item5. Total Flying Tine: Enter nunber of hours flown as a
crewrenber or noncrewrenber.

f. ltem6. Unit to Which Attached: Self-explanatory.
g. Iltem7. Date of Flight: Self-explanatory.
h. Item8. A/C Type: Enter the nodel of aircraft.

i ltem 9. Bureau Nunber: Enter the aircraft serial nunber.

4-124
| RAM 4015

5. Record the data in the OPNAV 1326/2, Enlisted Flight Training and
operational Log, as foll ows:

a. Item1l. Date: self-explanatory.
b. Item2. Aircraft: Enter nodel and serial nunber of aircraft.
c. Item3. Flight Tine: Enter nunber of hours flown as a crewnenber

or noncrewrenber.

d. Item4. Training Received: Check the appropriate block to indicate
the duties perforned or instruction received while in flight.

e. Itemb5. Entered by Log Yeoman: The recording clerk will initial
thi s bl ock.
f. Item6. Certified By: self-explanatory.

g. Item7. Audited/ Reviewed By: self-explanatory.
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CHAPTER 5

AUDI T OF RECORDS

5000. PERI ODI C AUDI TS OF | NDI VI DUAL COVPUTER AND SERVI CE RECCORDS

1. Requirenents. Audit the records of all Marines periodically per the
instructions in this chapter.

2. Purpose. To ensure records of personnel are accurate, conplete, current,
and in consonance with information maintained in the MCTFS data bases.

3. Responsibility. The reporting unit commander is directly responsible for
timely and effective acconplishnent of the audits required by this chapter
and MCO P1080.40, MCTFSPRIM Toward this end, the reporting unit conmander
shal |l designate an officer, SNCO, responsible NCO or a GS-4 or above in
witing, to assist Marines in verifying that information recorded in various
records is conpatible and correct. In addition, the reporting unit commander
shal | ensure that:

a. Corrective action is taken regarding all discrepancies.

b. Unit diary information which requires the transfer of data to the
service record is acnonplished in a tinmely manner. During audits, screen the
docunent side of the service record to ensure renoval of extraneous papers.
4. Scope

a. For Marines on active duty or in the SMCR, conduct the audit in the
presence of the individual. This audit will include inspection and the
corrective action necessary to ensure accuracy, currency, and conpl eteness
of the belowlisted itens:

(1) SRB/OQR (to include RED)
(2) BIR/BTR or RBI R/ RBTR
(3) LES

(4) Health Records
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(5) OGther local records containing personnel information.

b. In addition, acconplish the follow ng during the screening of
service records:

(1) Ensure that the SGLI Election Form (SAV - 8286) reflects the
current intent of the Marine.

(2) Make appropriate disposition of extraneous or misfiled
docunents.

(3) Verify conpletion of all required entries and actions, such as
assi gnnments of conduct and duty proficiency markings, articles of UCMI
expl ai ned, etc.

(4) Ensure that a REDis on file in the service record.

5. Cccasions for Audit. Audit the records of all Mrines on the follow ng
occasi ons:

a. Acconplish BIR BTR or RBI R/ RBTR, and I nconsistent Conditions Report
(ICR) (regular establishnent) auditing per MCO P1080. 40, MCTFSPRI M

b. Audit service records for nenbers of the SMCR during their
anni versary nmonth per MCO P1001R. 1, MCRAMM

c. Audit service records in conjunction with the join BIR BTR audit
whenever the Marine is joined chargeable or attached for duty under
instruction (DU NS) in excess of 20 weeks by a reporting unit of the Regul ar
Est abl i shnent. Marines attending a formal school, when properly joined, are
in a nonchargeabl e status and therefore exenpt fromthe audit requirenent
(see paragraph 5000. 6b).

d. Audit service records in conjunction with the annual LES audit.

e. \Whenever the commander considers that an additional audit is
necessary.

6. Audit Waived. Audit of records may be waived for:
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a. Marines undergoing recruit training and officer candi date training.
b. Marines joined fromrecruit training for TEMNS (entry | eve
school) of less than 20 weeks. Marines attending formal schools (other than

entry level) in excess of 20 weeks will conplete the join audit requirenents.

c. Marines serving in a conbat area if in the opinion of the commandi ng
general such an audit would interfere with conbat efficiency.

7. Correction of Service Records. Correct errors noted in the service



records, with the exception of those referenced bel ow, per the instructions
i n paragraph 4001. 4.

a. The Appointment Acceptance and Record (NAVMC 763) contains
information regarding an officer at the tine of initial appointnent or
reappointnent. |If items 1, 2, 3, 6, 9, 9A 10, Il (item 11 need not be
corrected if itemis blank), 14, 14A, 15, are determined to be incorrect,
authority and responsibility to nake the corrections rests with the unit
commander. | n such cases, except for officers attending The Basic Schoo
(TBS), forward a report of action taken with an affidavit substantiating the
error to the CMC (MVSB-10). While an officer is attending TBS, submt al
reports of and requests for corrections to the NAVMC 763 to the CMC (MCRC).
Report noted discrepancies in following itens to the CMC, as indicated, for
resol ution.

| TEMS CMC CODE
4, 17, and 21 MVSB- 10
4, 17, and 21 (Wiile attending TBS) MCRC

5, Sa, 5b, 7, 8, 12, 12a, 13, 16, MCRC
16a, 18, 18a, 19, 20, 20a, 20b

and 22

| NOTE If Item 4, Hone of Record does not contain
| the county, there is no need to enter this

| information or request correction
|

5001 | RAM

b. The Enlistment/Reenlistment Docunent--Arned Forces of the United
States (DD Form4) (1 Jun 78) contains information regarding the Marine at
the time of enlistnent into the Marine Corps. Wen any docunent itemis
determ ned to be incorrect, except itens 7, 20, 26, 41, 49, and 54 of DD Form
4 (1 Feb 70); itens 3, 5, 10, and 21 of DD Form4 (1 Jun 75); itens 3, 5,
10, 16 of DD form4 (1 Jun 78) and DD Form4 (1 Jun 82); or itens 3, 5, 8,
and 18b, of DD Form 4 (1 Feb 84/1 May 85) authority and responsibility to
make the correction rests with unit conmander. When correction is required,
report action taken with an affidavit substantiating the error to the CMC
(MVSB-10). Report noted discrepancies in those itens |isted above to the CMC
(MVSB-10) for resolution. Prior approval of the CMC (MVSB-10) is required
before correcting an erroneous home of record on the enlistnent contract or
appoi nt ment acceptance and record. See MCO P1080.40, MCTFSPRIM In those
cases where the DD Form 4 was not conpleted in a natural capitalization
format by a previous command, take no action to correct the format.

8. Late Entries. If, during the audit process, it is discovered that a
required entry was not acconplished in the service record prior to a
subsequent entry being made, make the required entry in the next available
space on the affected page. An asterisk (*) will precede the entry and the
notation "*Late Entry" entered at the bottom of the page to indicate that



the entry is out of chronol ogi cal order

9. Health Records. \Whenever practical, verification of information in the
medi cal and dental records shall be conducted in conjunction with that of the
service record and pay record or coincident with required annual special duty
physi cal exam nations (aviation, parachuting, etc.). The nedical officer/
representative maintaining the records will correct identified errors.

5001. | NDI VI DUAL READY RESERVE (I RR) OR MEMBERS OF THE STANDBY RESERVE. For
menbers of the IRR or Standby Reserve, not on active duty, the screening
questionnaire, which is an enclosure to current Marine Corps orders on
screening the SMCR, will suffice for audit purposes. (See MCO P1080. 40,
MCTFSPRI M and MCO P1001R. 1, MCRAMM )
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5002. MONTHLY CHECK OF SERVI CE RECORDS

1. Commanders are still responsible to ensure service record accountability
at all tines. To assist commanders in the responsibility, a locally produced
roster of personnel may be used. Locally produced rosters are not required
to be maintained for inspection purpose.

a. Units will take pronpt action to |locate mssing records and will meke
appropriate disposition of records on Marines who are no | onger joined or
at t ached.

b. Unit Diary System (UDS) users may generate a personnel roster using
the first TRECON received for the nonth for purposes of an accountability
audi t.

c. On-Line Diary System (OLDS) users may generate a personnel roster via
t he VEF1200 usi ng a NATURAL programmi ng | anguage for the purposes of an
accountability audit.

2. Disposition instructions for Marines decl ared deserters are located in
chapter 4 of this Manual. On the 31st day of absence, conduct an audit of
the service record to ensure all required entries and adm nistrative actions
have been acconplished. Figure 5-1 nay be used for the purposes of this
audit. MCO P5800.8 al so applies.

| RAM

UA/ DESERTER SRB AUDI T CHECKLI ST

To UA entry recorded?
Ref: MCO P1070.12J, par 4006. 5c.



NAME:

Correct date used for to UA entry?
Ref: MCO P108040, par 5160.

Dropped decl ared deserter entry recorded?
REf: MCO P1070.12J. 4007.

Correct date used in declaring the Marine a deserter?
Ref: MCO P108040, par 4400.

Conduct/duty proficiency marks assigned on the date preceding
the To UA date?
Ref: MCO 1070.12J, Table 4-3, Rules 11 and 12.

Conduct/ proficiency marks of 0 and NA, respectively, assigned
with an effective date the sane as the TO UA date?
Ref: MCO P1070.12J, Table 4-3, Rules 11 and 12.

To UA entry recorded?
Reef: MCO P1070.12J, par 4013. 2b(3)

Drop decl ared deserter entry recorded?
Ref: MCO P1070. 12J, par 4013.2b(4).

Correct date used in declaring the Marine a deserter?
Ref: MCO P1080. 40, par 4400.

Si gned copy of the DO Form 553 (Notice of Absentee Wanted by
the Arned Forces) filled on the docunent side of the service
record?

Ref: MCO P5800. 8c, par 5002.2d

Copy of 10 day letter/Next of Kin Letter fled on the docunent
side of the service record?
Ref: MCO P5800. 8c, par 5001.5

Heal th and Dental Record (to acconpany the service record)?
Ref: Manual of the Medical Departnent (MANMED), Chap 16,
Sec 3, MCO P1070. 12J,
Table 4-1, Part |, Rule 22, Note | and MCO P5800.8C, par
2d.

NAVMC 10154 (Personal Effects Inventory Form placed on the
docunent side of the service record?
Ref: MCO P5040.38B, Chapters 4 and g.

G ade: Dat e:

Figure 5-1.- Sanple UA/ Deserter Audit Checkli st



5-8

| RAM

CHAPTER 6

ABBREVI ATI ONS AND ACRONYMS

PARAGRAPH PAGE

GENERAL . . . . . . . .. L 6000 6-3

ABBREVI ATI ONS AND ACRONYMS | N RECORDKEEPI NG,

MANPOAER MANAGEMENT SYSTEMS, AND TRANSFER ORDERS. . . . . . 6001 6-3

ABBREVI ATI ONS AND ACRONYMS | N CORRESPONDENCE,

MESSAGES, AND DIRECTIVES . . . . . . . . Ce e e 6002 6-3
6-1

| RAM
CHAPTER 6

ABBREVI ATI ONS AND ACRONYMS

6000. GENERAL. Abbreviations and acronyns are used primarily to save space
and tinme, but their use nust be linmted and kept within the confines of
assured intelligibility.

6001. ABBREVI ATI ONS AND ACRONYMS | N RECORDKEEPI NG, MANPOWER MANAGEMENT
SYSTEMS, AND TRANSFER ORDERS

1. Abbreviations and acronyns listed in this chapter are authorized for

Mari ne Corps recordkeepi ng, manpower nanagenent systens, and transfer orders.
The |ist of abbreviations and acronyns in paragraph 7002.10 is not all-

i nclusi ve of abbreviations or acronyns used in all manpower systens.

2. Do not use those abbreviations or phrase equival ents preceded by the
asterisk (*) alone. Use those abbreviations or phrase equivalents only in
conpound abbrevi ati ons.

3. Subnit recommendations for additions, changes, and/or deletions to this
list to the CMC (M FD)

4, Listing certain abbreviations in | ower case does not preclude their
capitalizati on when common usage so di ctates; however, use those partially or
fully capitalized as listed. As an exception, organizational/unit addresses/
titles entered in the service record may be typed using either normal



capitalization or all upper case typeface, as shown in paragraph 4006. 2
or figure 4-1.

5. When preparing unit diaries, use abbreviations and acronyns as depicted
in the sanple entries provided in the MCTFSPRIM Use abbrevi ations or
acronyns in other manpower nmnagenent systens as directed in the systems
users manual

6002. ABBREVI ATI ONS AND ACRONYMS | N CORRESPONDENCE, MESSACES, AND DI RECTI VES

1. Use abbreviations and acronyms in correspondence and nessages per this
Manual , SECNAVI NST 5216.5, the U S. Government Printing Ofice Style Manual
NTP-3 and the U.S. Navy Plain Language
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Address Directory (USN PLAD 1). Use abbreviations and acronyns in directives
per this Manual and the U S. Governnment Printing Ofice Style Manual. JCS
Pub 1, Departnent of Defense Dictionary of Mlitary and Associ ated Terns,
shoul d be consulted for usage and definition of mlitary terns.

2. Well-recogni zed abbreviations or acronyns which definitely fall into one
of the followi ng categories nay be used in the preparation of correspondence,
nmessages, and directives when they will serve a useful purpose:

a. Abbreviations for points of the compass and map coordi nates

b. Authorized nodel designations and synbols for commopn types of
aircraft, ships, or vehicles.

c. Abbreviations comonly used for geographical |ocations and standard
Engli sh dictionary abbreviations.

d. Oher technical abbreviations or acronyns customarily used by the
speci alists and technicians when conmunicating with activities or persons
in the sane field as that of the originator, and to no others.

3. Abbreviations and acronyns other than those outlined in paragraph 6002. 10
may be used in the text of correspondence, nessages, and directives, after
they have been initially spelled out and identified in each item of
correspondence, nessage, and directive. For exanple, |CAO could be used in a
letter, but only if that letter's first reference to the organization read:
International/Civil Aviation O ganization (ICAO.

4. I n naval correspondence and directives, use a period after abbreviations
that are conplete words in thenselves; e.g., anend., art., par., fig., etc.
Do not use punctuation after an abbreviation when prepari ng naval nessages
and AA Forms.

5. Abbreviations, acronyns and short titles which have, through years of
j oi nt usage, becone sel f-evident, unequivocal, and universally known, are
acceptable for joint use within and anong the Services. Do not use an
abbreviation or acronymif there is any doubt that it will be easily and



readi |y understood. Such abbreviations or acronynms peculiar to the U S.
Navy and U.S. Marine Corps may be used under the sane conditions, but only
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wi thin the Departnent of the Navy.

6. The use of abbreviations and acronyns is at all tinmes governed by the
principle of inmediate conprehension. Do not use abbreviations or acronyns
in correspondence, nessages, and directives unless the originator can
reasonably assune that the meani ng of the abbreviation or acronymis

i medi ately clear to the addressee.

7. The policy for the use of abbreviations and acronyns prescribed for joint
use is identical to that prescribed for Navy and Marine Corps use. Drafters
and originators of correspondence or nessages will use the principles of

usage set forth above, when addressing material to the other U S. services.

8. The foregoing policy does not preclude the use of abbreviations or
acronyns in correspondence, nessages, and directives but prescribes judicious
enpl oynent of them

9. The list of abbreviations, acronynms, and phrase equivalents in this
chapter may be used as a guide in conformng with Navy policy.

10. Lists of Acronynms and Abbreviations

a. Comonly used Wirds, Acronyns and Their Conbi nations

ABBREVI ATI ON . . .o abbr
ABOARD. . . . . abd
ABOUT . . . abt
ABSENCE- ABSENT . . . . . abs
ABSENT/ ABSENCE W THOUT/ OVER LEAVE/ LIBERTY. . .. ... ... .. . . AVOL
ACADEM C- ACADEMY. . . . o e e acad
ACCEPT - ED. . . . . acc
ACCESSOR I DENTIFI CATI ON. . . . oo e e e e e e e e e ACI D
ACCESSORY. . . ot accy
ACC DENT . . e e e acdt
ACCI DENTAL I NJURIES. . . . .. e e e e e e acci
ACCOMMODATE. . . . accom
ACCOMPANY. . o acnp
ACCONMPLI SH. . . . acconp
ACCORD -1 NC -ANCE -1 NGLY. .. o e e e e e acd
ACCOUNT -1 NG - S e e e e acct
ACCOUNTS CLOSED. . . . .ot e e e e e e e e e e alc
ACCRUED LEAVE. . . . . e acl v
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ACCUMULATED DEPLOYED TIME. . .. .. e ADT



ACHI EVE - D - MENT. . . e e achv

ACKNOWNLEDGE -D -NENT. . . . . e s ack
ACQUI SI Tl ON - S, . e e e e e e e aqgn
ACQUI TTAL - ACQUI TTED. . . . .. e e e e e e e e acq
ACT -INC -1TVE -1 ON. .. e e e act
ACTIVATE - D. . .o actd
ACTI VE DUT Y. . .o e e e e e AD
ACTI VE DUTY FOR TRAI NI NG ( RESERVE ESTABLI SHMENT ONLY) ADT
ACTI VE DUTY FOR SPECI AL MWORK. . . . . oo e e e e e e e ADSW
ACTI VE RESERVE (AR) PROGRAM . .. . . e e e AR
ACTI VE SERVI CE. . . . . acsve
ACTI VE STATUS LI ST. . . . ASL
ACT L VT Y. o e acty
ADAPT -ABLE - ABI LI TY. . . e e adpt
ADDI TION - AL. . oo e e e add
ADDI TIONAL FLIGHT TRAINING PERIOD. . ... .. e e e e AFTP
ADDI TIONAL TRAINING PERI OD. . . ... e e e ATP
ADDRESS. . . . . addr
ADDRESS | NDI CATOR GROUP. . . . . . e s Al G
ADDRESSEE. . . . . . adee
ADIUDI CATE -D -1 ON. . .. adj u
ADJUT ANT . . e Adj
ADM NI STRATI VE. . . . e e e adni n
ADM NI STRATI VE COMMAND. . . . . oot e e e e e e e e e e e ADCOM
ADM NI STRATI VE CONTROL. . . . o oo e e e e e e e e e ADCON
ADM NI STRATI VE/ LEGAL SERVI CES COURSES
ADJUTANT COURSE. . . . . . e e e e s e ADJC
ADM NI STRATI VE CLERK COURSE. . . . . . . . e e e ACC
PERSONNEL OFFI CER COURSE. . . . . .. e POC
ADVANCED LEGAL SERVI CES COURSE. . . . . . ..t e e ALSC
ADVANCED PERSONNEL ADM NI STRATION COURSE. ... .................. APAC
| NDEPENDENT DUTY ADM NI STRATION COURSE. . ... ... i | DAC
LEGAL SERVI CES SPECI ALI ST COURSE. . . .. ... e e i LSSC
NOTEREADER/ TRANSCRI BER COURSE. . . . ... ... . . . i NTC
PERSONNEL CLERK COURSE. . . . . . oo e e e e PCC
RESERVE ADM NI STRATION COURSE. . . ... .. . . . i RAC
SENI OR CLERK COURSE. . . . . . e SCC
UNIT DI ARY CLERK COURSE. . . . ... e uDCC
ADM NI STRATI VE ORDER. . . . . . . ADM NORD
ADM NI STRATI VE PLAN. . . . . e e e e ADM NPLAN
ADMONI SH - TI ON. . . . e e e e e e e adnon
ADVANCE - D. . . . e adv
ADVANCED COMBAT TRAINING. . . .. e e e ACT
ADVANCED COMMUNI CATI ON OFFI CERS COURSE. . . ... oo e e e e e ACDC
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ADVANCED DEGREE PROGRAM . . . . o e e e e e ADP
ADVANCED LOG STICS SUPPORT BASE. . . ... e e e i ALSB
ADVI SE AVAI LABI LI TY. . o e e e adaval
ADVI SORY FI LE. . . . . e ADF
ADVI SORY REPORT. . . . ADR
ADVOCATE. . . . e advoc

AERI AL RECONNAI SSANCE OFFICER. . .. .. ... ARO



AFFORD. . . . afd

AGGRESSI| ON- AGGRESSI VE- AGGRESSOR. . . . . . o e e e e aggres
AGREEMENT. . . . aqr
AGRI CULTURAL- AGRI CULTURE .. . e agric
Al R CUSHI ON VEHI CLE. . . . ... e ACV
Al R DELI VER. . . . ai rdel
AR FORCE MANUAL. . . . . s AFM
Al R FORCE REGULATI ONS. . . ... s AFR
Al R FORCES. . . . AF
Al R OFFI CER. . . . AO
Al R OBSERVER. . . . . AQbsr
Al RBORNE. . . . . abn
Al RBORNE EARLY WARNI NG. . . . .. AEW
Al RCRAFT . . . acft
Al RLI FT CONTROL ELENMENT. . . . .. e ALCE
ALLI ED ADM NI STRATI VE PUBLI CATI ON. . . . .. e e AAP
ALLI ED COWUNI CATI ONS PUBLI CATI ON. . . . . e ACP
ALLI ED PUBLI CATI ON. . . . . e e e e e s e e s AP
ALLOCATE. . . . e al oc
ALLOTMENT . . . . al ot
ALLOVNANCE. . . . al w
ALL- PURPGSE LI GHTWEI GHT | NDI VI DUAL CARRYI NG

EQUI PNVENT . . . o e e e ALI CE
ALTERNATE. . . . alt
ALTERNATE ANNUAL TRAI NI NG. . . . .. e ALTAT
AMBULANCE- AMBULATORY- AMBASSADOR. . . . . . e Anb
AMERI CAN. . . . * Am
AMERI CAN ENMBASSY. . . . AnEnb
AMERI CAN RED CROSS. . . . . ARC
AMMUNIE TEON. . . amro
AMMUNI TI ON SUPPLY PO NT. . . . ASP
AMOUNT . . amt
ANMPHI Bl OUS. . . . Phi b
AMPHI Bl OUS ASSAULT BULK FUEL SYSTEM . ... .. . . e AABFS
AMPHI Bl QUS ASSAULT SHI P. . . .. LPH
AMPHI Bl OQUS ASSAULT SHIP (GENERAL PURPOSE) . .......... ..o, LHA
AMPHI Bl OQUS ASSAULT SHIP (MUTIPURPOSE) . ... ... ... i LHD
AMPHI Bl QUS CARGO SHI P. . . . . LKA
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AMPHI Bl OQUS LANDI NG EXERCI SE. . . . ... . e PHI BLEX
AMPHI Bl OUS TASK FORCE. . . . . . s ATF
ANNUAL RETI REMENT CREDI T REPORT. . . . . . e e e e e e e e e e e e e ARCR
ANNUAL TRAI NI NG. . . . e AT
ANTI Al RCRAF T . . . AA
ANTI Al R WARFARE. . . . . AAW
ANTI TANK; ANTI TERRORI SM . . . . . e AT
ANTI TANK GUIDED M SSI LE. . . ... . ATGM
APPLI CATI ON. . . . s s s appl
APPREHEND -ED. . . ... apr nd
APPROPRI ATE. . . . aprop
APPROPRI ATI ON. . . . o appn

APPROVE - D. . . . appr



ARMANENT . . . e arm
ARMED FORCES CLASSI FI CATION TEST. . ... .. e e e AFCT
ARMED FORCES QUALI FI CATION TEST. . ... . e e e et e e AFQT
ARMED GUARD. . . . Ar md
ARMED SERVI CES VOCATI ONAL APTI TUDE BATTERY. . .. ... . e ASVAB
ARMORER. . . . Ar nr
ARMOR- Pl ERCI NG. . . . . AP
ARMY ATTACHE. . . . . Ar mA
ARMY LI AISON OFFI CER. . . ... e e e e s e e ArLnO
ARMY POST OFFI CE. . . . . s APO
ARMY RADI O CODE TEST. . . ... . e e e e ARC
ARRAI GN - ED - MENT. . . .. e e argn
ARRANGE - MENT. . . . o e e e ar ng
ARRI VAL - ARRIVE - D. ... arr
ARRI VED CONTINENTAL LIM TS U. S. .. . e ARRUS
ARTI CLE. . . . art
ARTI LLERY. . . arty
ARTI LLERY LI Al SON OFFI CER. . . . ... e e e e e ALO
ASSAULT. . . e asl t
ASSAULT AMPHI BI QUS VEHI CLE. . . .. ... . . . e e e i AAV
ASSAULT ECHELON. . . . . s AE
ASSAULT FOLLOW ON ECHELON. . . . ... AFCE
ASSI GN - ED - MENT. . .. e e e asg
ASSI GNVENT, CLASSI FI CATI ON, AND TRAVEL SYSTEMS .. ........ ... ... ACTS
ASSI GNVENT, CLASSI FI CATI ON, AND TRAVEL SYSTEMS

MANUAL . . . e ACTSMAN
ASSl ST . . . e asst
ASSl STANT . . . e asstn
ASSI STANT CHI EF OF STAFF. . . ... e e AC/ S
ASS|I STANT COVWANDANT OF THE MARI NE CORPS. . . ... . . e ACMC
ASSCOCI ATE - D. . . assoc
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AS SOON AS POSSI BLE. . . . ... e ASAP
ATHLETI CS. . . ath
ATLANTI C. Lo Lant
ATOM C WARFARE. . . . . ATW
ATTACH -ED - MENT. . . . s e s s att
ATTACK -ED. . . . at k
ATTENTI ON. . . e s attn
AUDI T - AUDI TOR. . ..t e e e e e e e e e aud
AUGVENT -ATION -1 NG -ED. ... ... e i augm
AUTHORI TY- AUTHORI ZED- AUTHORI ZATION. . . . . ... e e e e aut h
AUTHORI TY GRANTED. . . . . . e Aut hGr
AUTOVATED DATA PROCESSI NG. . . . .. ADP
AUTOVATED FI TNESS REPORT SYSTEM . ... . . e AFRS
AUTOMATED | NSPECTI ON REPORTI NG SYSTEM . . . ... . e Al RS
AUTOVATED ORDER WRI TI NG PROCESS. . . . . . . e AONP
AUTOVATED PAY SYSTEMS MANUAL. . . . . . e APSM
AUTOVATED RECRUI T DI STRIBUTI ON PROCESS. . . .. ... e e e e ARDP
AUTOVATED RECRUI T MANAGEMENT SYSTEM . .. ... .. . .. . . i ARMS

AUTOMATI C. . o auto



AUTOVATI C DI Gl TAL NETWORK. . . . oo e e AUTCDI N

AUTOMOTT VE. . . . . e e e e e e aut nv
AVAI LABLE -1 LI TY. . e aval
AVERAGE. . . . . e avg
AV AT ON. . e avn
AVI ATI ON CAREER | NCENTI VE PAY. . . . .. e e e e e i ACI P
AVI ATI ON COVMBAT ELEMENT. . . . . . e e e e s e e e i ACE

AVI ATI ON COURSES
BASI C (CLASS A)

AEROGRAPHER S MATE. . .+ e ettt e e e e e e e AG( A)
AR TRAFFI C CONTROL CLASS A- L. .. oo oottt e ATC( A)
AVI ATI ON ELECTRI CLANS MATE. . . . .o oeee et e e e e e AE(A)
AVI ATION FAM LEARI ZATION. o o v e e e e e e e e e e e AFAM A)
AVI ATI ON FI RE CONTROL TECHNI CLAN. © . o o ooete et e e e AFC( A)
AVI ATI ON MACHI NI ST'S MATE J (TURBOIET) . . . ooeeee e ADI( A)
AVI ATI ON ORDNANCEMAN. .« . o o eeve e e e e e e e e e e e e AQ( A)
AVI ATI ON STRUCTURAL MECHANI C E (SAFETY EQUIP) ..., AVE( A)
AVI ATI ON STRUCTURAL MECHANI C H (HYDRAULIC) . . . oo ooeoeee e AVH( A)
AVI ONI CS FUNDANENTALS. ©  « o e vovove e e e e e e e e e AFU( A)

ADVANCED ( CLASS B)
AEROGRAPHER S MATE. . . .« o ettt e e e e e e e AG( B)
AVI ATI ON ELECTRI CLANS MATE. . . . .o oeeee et e e e e e e AE(B)
AVI ATI ON MACHI NI ST'S MATE J (TURBOJET) . . .o eeee e ADJ( B)
AVI ATI ON ORDNANCEMAN. .« . o o o eve e e e e e e e e e e e e AQ( B)
AVI ATI ON STRUCTURAL MECHANI C E (SAFETY EQUIP) ... AVE( B)
AVI ATI ON STRUCTURAL MECHANI C H (HYDRAULIC) . . . oo ooeeeee e AVH( B)
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AVI ONI CS | NTERVEDI ATE. « . o oo v e e e e e e e AV( B)

SPECI ALI ZED ( CLASS C)

Al RCRAFT FIRE FI GHTING AND RESCUE. . .. oo oo e AFFR

MARI NE AVI ATI ON OPERATI ONS CLERI CAL. . . . oo oeeiee e MARAOC( C)
MARI NE AVI ATION SUPPLY. . . . oo et e e e e e e MARAK( C)
SUPERVI SI ON AND MANAGENENT. . .« ot vvee e e e e e e e SUPMGT( C)
OFFI CER ( CLASS O)

AL RCRAFT MAINTENANCE. . . . o ottt e e e e e e e e A/ C( MAI NTO)
AR TRAFFI C CONTROL OFFI CER. . . ..o otieee et ATCO( O)
ELECTRONI CS TECHNI CAL OFFI CER. . . o oot e e e e e ELTO( O)
GCA/ RATCC ELECTRONI CS MAI NTENANCE OFFICER. .. ... oooeeen. GCAELMAQ( O

AVI ATI ON GROUND SUPPORT. . . . .o oo et e AGS

AVI ATI ON OFFI CER CANDI DATE COURSE. . . . .\ oooe e AOCC

AVI ATI ON SERVI CE ENTRY DATE. . . . o o e ettt e e e e ASED

AVIATION TRAINING. © o oottt e e e e e e e AvnTr ng

AVWAI T =S =ED. o oottt e awt

AVAL TENG. « . oot e e e e e e e e awt g

AVWAI TI NG ACTI ON HI GHER AUTHORI TY. . o o o tvee e e e e AAHA

AVWAI TING OFFI CE HOURS. . . . o e v e e e e e e e ACH

AVWAI TING RESULTS OF TRIAL. © . oottt ARTL

AVAL TENG TRIAL. © oo et e e e e e e ATL

AWARD = ED. . . o oot e e e awd

BACHELOR OFFI CERS QUARTERS. . .« o ettt et e e BOQ

BACHELOR ENLI STED QUARTERS. . .+« ettt e et e e BEQ

BACKGROUND I NVESTI GATI ON. . . . .. e Bl



BACK ORDER VALIDATI ON. . . . . e BOV
BAD CONDUCT DI SCHARGE. . . . . . e BCD
BAGGAGE. . . ..o bag
BALANCE. . . . . e bal
BARRACKS. . . e bks
BASI C ALLOMANCE FOR HOUSING. . .. ... o e e e e BAH
BASI C ALLOMANCE FOR QUARTERS. . . .. ... . e e e e i BAQ
BASI C ALLOWANCE FOR SUBSI STENCE; BATTALI ON Al D

ST AT ON. . oo BAS
BASI C COMMUNI CATION OFFICERS COURSE. . . ... ... . it BCOC
BASI C DAILY ROUTINE. . . .. e BDR
BASI C INDI VIDUAL RECORD. . . . . e e BI R
BASI C | NFANTRY VWEAPON. . . . . e e Bl W
BASI C MAI NTENANCE ALLOWANCE. . . . ... e e e BVA
BASI C SKI LLS EDUCATI ON PROGRAM . . . .. o e e e e e s e e e BSEP
BASI C SKILLS TRAINING. .. ... s e e BST
BASI C TRAINING RECORD. . . ..o e e e e e e e e e e e s s e e e BTR
BASI C WARRI OR TRAI NI NG. . . . .. e BWI'
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BATTLE CASUALTY; BATTLE CENTER. . . ... ... . e BC
BEI RUT VETERAN. . . . .. e e BVet
BENEFI Cl ARY. . . . benef
BESI EGED. . . . . . bes
BETWVEEN. . . . . bt wn
BILL OF LADI NG. . . . e b/
Bl LLET. . . Bi
BOARD OF REVI EW . . . BOR
BOARD OF SURVEY. . . o e BdSur
BOARD - S, . Bd
BOARD FOR CORRECTI ON OF NAVAL RECORDS. . ... ... i BCNR
BODY NOT RECOVERED. . . . ... BNR
BOOK. . . bk
BOARD OF I NQUI RY. . .. s e e e e e e e BO
BOOKKEEPI NG. . . . . e bkkp
BOUNDARY. . .t e bdry
BRANCH. . . . br
BREAD- WATER. . . . . B&W
BROTHER. . . . . e bro
BROUGHT FORWARD. . . . . e s s s e e s s s s e e e e e e BF
BUILDING. . . . e e bl dg
BUREAU. . . . . Bu
BUREAU CONTROL NUMBER. . . . . . . BCN
BUREAU NUMBER. . . . . . BUNO
BUREAU OF NAVAL PERSONNEL | NSTRUCTIONS. . ... ... i i BUPERSI NST
BY DI RECTI ON. . .o e e e e s s Bydi r
BY NAME ASSI GNMENT (SYSTEM . . ... e e e e e BNA
CALI BER. . . . . e ca
CALENDAR YEAR. . . . o e e e CcY
CAMOURL AGE. . . . . e cano

CANCELED. . . . . . e e canc



CAPAC TY. cap
CAPTURE - D. . ... cptr
CAREER PLANNER -PLANNI NG. . . .. e Car Pl an
CAREER PLANNI NG MANAGEMENT SYSTEM . ... ... ... .. . i, CPMS
CAREER RETI REMENT CREDI T REPORT. . ... .o o e CRCR
CARLOADD. . . .o e c/l
CARRY -CARRIED -CARRIER. . . ... e car
CASUAL - TY -TIES. . . e e e e e e e e e cas
CASUALTY ASSI STANCE CALLS OFFICER. . ... e e i CACO
CASUALTY REPORT. . . o e e e e e e e e e CASREP
CATEGORY. . . o it e cat
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CATHODE RAY TUBE. . . . . o e e e e e e CRT
CEMETERY. . . . e cem
CENTER. . . . e ctr
CENTRAL PROCESSI NG UNI T. . . e e e e e CPU
CERTI FICATE - CERTIFIED. . . ... e e cert
CHANGE. . . . ch
CHANGE OF PRI MARY DUT Y. . ittt e e e e e e e ChPri Du
CHANGE OF STATUS. . . e e e e e e e ChSt a
CHAPTER. . . . . chap
CHARACTER. . . . . e e e char
CHARGE -D - ABLE. . . . . e chg
CHECK - ED - AGE. . . . . e e e e e ck
CHEM CAL. . . . e e cm
CHI EF OF NAVAL OPERATI ONS. . . . e e CNO
CH EF OF NAVAL OPERATIONS INSTRUCTIONS. .. ....... ... . i, OPNAVI NST
CHI EF OF STAFF. . . e e e e e e e e cs
CIVIL AUTHORI TIES - AUTHORI TY. . oo e e e e e e e e e e e e e e e e CA
CLVIL - CLVILL AN . e e e e e e e e e e civ
Cl VI LI AN CLOTHI NG MAI NTENANCE ALLOWANCE. . ... .. ... .. i CCMVA
Cl VI LI AN HEALTH AND MEDI CAL PROGRAM FOR UNI FORMED

SERVI CES. . . . e CHAMPUS
Cl VI LI AN OCCUPATI ON. . . e e e e e e e e e e CivCcce
Cl VI LI AN PERSONNEL I NSTRUCTIONS. ... ... .. e e CPI
LSS, . L e cl
CLASSI FY - CLASSIFICATION - CLASSIFIED. ......... ... ... . . . .. cl as
CLEARANCE. . . . . . cl nc
CLERI CAL COVMPOSI TE SCORE. . . . i oo e e e e e e e e e e CL
CLERK. . o o clk
CLERK TYPI ST, . o e e e e e Cl kTyp
CLOSE Al R SUPPORT . . . o e e e e e e e CAS
CLOSE COVBAT PISTOL COURSE. . . ... e CCPC
CLOSE COVBAT SHOTGUN COURSE. . . ... oo CCsC
CLOSE QUARTERS BATTLE. . .. ... e e e e cB
CLOTHI NG. . . . . e e e s clo
CLOTHI NG MAI NTENANCE/ MONETARY ALLOWANCE. . . ... ... i CMVA
CLOTHI NG REPLACEMENT ALLOWMWANCE. . . .. .. o e e e e e e CRA
COLLEGE DEGREE PROGRAM . . . . e e CDP
COLLECT -1 NG -1 0N . . e e col |

COLLEGE- LEVEL EXAM NATION PROGRAM . . . .. ... CLEP



COLUMN. . . e colm
COMBAT . .« .t e e cht
COMBAT CARGO OFFI CER. . . . . o e e e e CCO
COMBAT COMM TTED. . . . . e e e e Cbt Com td
COMBAT | NFORMATI ON CENTER. . . . . . oo e e e e e e ClC
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COMBAT MARKSMANSHI P PROGRAM . . . ..t e e e e e e e e i CMWP
COMBAT OPERATI ONS CENTER. . . . . . oot e e e e e e CCC
COMBAT OPERATI ONS I NTELLIGENCE CENTER. . .. ..... ... . . .. .. Cca C
COMBAT SERVI CE SUPPORT. . . .ttt e e e e e e s CSS
COMBI NED ARMS EXERCI SE. . . . .. . e e s CAX
COMBI NED ARMS REG MENT. . . .. e e e e e e e CAR
COMMA. . e e Cmm
COMMAND. . . . ot e e e e e cnd
COMMAND AND CONTROL. . . . ottt e e e e e e e e e c2
COVMMAND, CONTROL, AND COMMUNI CATIONS. . ... ... e C3
COVMAND, CONTROL, AND COMMUNI CATI ONS COUNTERMEASURES. ........... C3CM
COMMAND, CONTROL, COWMUNI CATI ONS, AND I NTELLIGENCE.............. C3l
COMMAND, CONTROL, COVMUNI CATI ONS, AND COMPUTER

SYSTEMS. . . . e 4
COMVAND, CONTROL, COWMUNI CATI ONS, COWVPUTER SYSTEMS,

AND | NTELLI GENCE. . . . . . o e e (07|
COWMAND | NSPECTI ON PROGRAM . . . .ttt e e e e e e e ClP
COMMANDANT . . . e e e e e e e e e e e e e Condt
COMMANDANT OF THE MARI NE CORPS. . . . . .o e e e i CcMC
COMMANDANT' S PLANNI NG GUIDANCE. . . . . .o e e e e e CPG
COMMAND ELEMENT. . . . e e e e CE
COMMANDER. . . . . e condr
COMMANDER | N CHIEF. . . ... e e i CinC
COMMANDI NG. . . .. e e condg
COMMANDI NG GENERAL. . . . oot e e e s e s, CG
COVMMANDI NG GENERAL' S | NSPECTION PROGRAM . . . ... .o Ca P
COMMANDI NG OFFI CER. . . . . . o e e e CO
COVMMANDI NG OFFI CER NONJUDI CI AL PUNI SHVENT. . ... ... e COP
COMMAND POST. . . . e e e CcP
COMMAND PGOST EXERCI SE. . . .. e e i CPX
COMMAND REPORTING UNI'T CODE. . ...ttt et e e e e e e e e i CRUC
COMVERCI AL. . . . e *Mer or coni
COMVERCI AL Al R. .. . e Mer Ai r
COMM SSARY. . oo consy
COMM SSI ON -ED. . ..o e com
COMMUNI CATIE ON. . . oo e e e Comm
COMMUNI CATI ON OPERATI ON I NSTRUCTIONS. . . . ... e ca
COVMMUNI CATI ONS- ELECTRONICS OFFICER. . . ... oo e e e e e CEO
COMMUNI CATI ONS SECURI TY. . .ttt e e e e e e e COMSEC
COMMUTED RATI ONS. . . . e e ConRat s
COVPETI TION I N ARMS PROGRAM . . ... e e e Cl AP
COWPLETE -D - COWLETION - UPON COVMPLETION THEREOF.............. conpl
COMPONENT . . . conp
COMPUTER Al DED EMBARKATI ON MANAGEMENT SYSTEM . .................. CAEMS



CONCERNED. . . . . .o e e e e e e conc
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CONDI Tl ON. . . ot e e e e cond
CONDUCT . . . o e e e con
CONFERENCE. . . . . . e confer
CONFI DENTI AL. . . oot e e e e e e e e e e e e e e e e e e e e e conf
CONFI NE. . . o e e e e e e cnf
CONFI NED. . . . o e e e e e e e e cnfd
CONFI NENMENT . . . o e e e e e e e e e e e e e e e e e e cnft
CONFI NEMENT AT HARD LABOR. . . .o e CHL
CONFI RM . . cfm
CONGRESSI ONAL I NTEREST. . . o oo e e e e e e e e e CONGRI NT
CONNECTION - IN CONNECTION W TH. .. ... o e s e e e conn
CONSCI ENTI OQUS OBIECTOR. . . . e e ConQbj tr
CONSI DER -ED. . . ..o e cons
CONSOLI DATED ADM NI STRATI ON. . . . . e e CONAD
CONSOLI DATED ADM NI STRATION CENTER. . . . ... ... e CAC
CONSTRUCTI ON - CONSTRUCTI VE. . . . s cons
CONTAI N - ED. . . o e e e e e e e e e e e cntn
CONTI NENTAL LIMTS UNITED STATES. . ... ... . e i CONLUS
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VERI FI CATI ON OF M LI TARY EDUCATION AND TRAINING .................... VVET
VERI FI CATI ON OF M LI TARY EXPERI ENCE AND TRAINING ................... VERDOC
VERTI CAL/ SHORT TAKEOFF AND LANDI NG. . . . . .. e e e e e e e e VI STOL
VERTI CAL TAKEOFF AND LANDI NG. . . . . .. e VTOL
VERY GOOD. . . . e VG
VERY HI GH FREQUENCY. . . . . . . e e e e e e e e i VHF
VETERAN. . . . Vet
VETERANS ADM NI STRATI ON. . . . . . e e VA
VI DEO TELECONFERENCI NG. . . . . . . e e e e e e e e e e e e e e e e VTC
VI ETNAM VETERAN. . . . . o e e e e e e e e e e e e e e e e e e VWWet
VI OLATI ON. . oo vi ol
VI SUAL. .« . Vis
VI SUAL I NQUI RY SYSTEM . . ... e e e e e e e VI S
VI SUAL RECONNAI SSANCE. . . . . . VR
VOLUNE. . . o vol
VOLUNTEER. . . . V
VOUCHER. . . . Vou
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WAGE GRADE (CIVIL SERVICE EMPLOYEE) . . . ... . i WG
WAGE LEADERS (CIVIL SERVICE EMPLOYEE) . . .. ... ... i WL
WAGE SUPERVI SOR (CIVIL SERVICE EMPLOYEE) . ... ...... .. i W5
MAL VED. . . . wvd
WAREHOUSE. . . . . . whs
MARFARE. . . . war f
MARRANT . . L e wr nt
MEAP ON. . . o e wpn
WEAPONS AND TACTI CS I NSTRUCTOR. . . . . e e e e e e WI'I
MEEK. . . wk
MEEKS. . . e wks
MEl GHT . . wt
VELL AND ON DUTY. . . e s e e e e s e s s e s s WOD
VESTERN PACI FI C. . . . WESTPAC
VHEN DI RECTED. . . . . . WD

WHI TE PHOSPHOROUS. . . . . . e e WP



W FE. . w

W LL BE I SSUED. . . . .. e ABI
WLL BE ORDERED. . . . ..ot e e e e e e e e e W\BO
W TH. L w

W THOUT. .« e w o
WORD PROCESSI NG SYSTEM - S. . .o e e WPS
WORDS PER M NUTE. . . . . e e e e wpm
WORLDW DE M LI TARY COVWAND AND CONTRCOL SYSTEM . .................... WAMCCS
WOUNDED I N ACTT ON. . .o e e e e e e e e e e e WA
WOUNDED I N ACTI ON - NOT EVACUATED. . . ... .. e W ANE
YEAR. yr
YEAR GROUP. . . o YG
YEARS. . e yrs

b. Phrases, Sentences, or Groups of Sentences. Frequently Used in
Marine Corps Orders

PHRASE EQUI VALENT MEANI NG
ADALCON ... .. .. Advi se all concerned.
ADDU . ............ .. ... ... Addi tional duty.
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ADLVADDR . ................... You are directed to keep the CMC advi sed of

an address at which you can be reached by
telegramat all tines while in a proceed,
travel, or |eave status.

ADMSG . ........ ... Pl ease advi se by nessage.

ADP . . .. Aeronautical ly Designated Personnel

ADTAKE . ... ... ... .. . . .. Pl ease advi se action taken

APOD . ... .. Aerial port of debarkation

APCE .. ... ... .. .. Aerial port of enbarkation

ALCON ... ... Al'l concerned.

ALCOM . ... ... ... Al'l conmands.

ALMAR ... ... All Marine Corps activities.

ARPROREP .................... Upon arrival further proceed and report (to).
ARREP . ... ... ... . ... . Upon arrival report (to)
ARREPCOVES .................. Upon arrival report to the conmandi ng of ficer

of that vessel for duty.



AUTHDELREP . ................. Wth authority to delay in reporting unti

(date)
AUTEPROBOUT ................. Aut hori zed to proceed on or about (date)
AUVNCM . ... .. . Assigned to duty involving regular and

frequent flights as a crewrenber
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AVNOTCM . ... . e Assigned to duty involving regular and
frequent flights as a non-crewrenber.

BAGAIR ........ ... .. .. ... While traveling via air outside the United
States (nunmber of pounds indicate) baggage
to accompany i s authorized.

CARBAGAIR . ....... ... . ... While traveling via air outside the United
St at es 65 pounds baggage to acconpany is
aut hori zed, an additional (nunber of pounds
i ndi cated) baggage is authorized as air
cargo for shiprment under the sanme class of
priority.

CARBASO . ...... ... i Carry out unexecuted portion basic orders.

CC e Cost Code.

CIC Customer Identification Code.

CIPAP .. . . . . Aut hority is granted to nmake such changes in
above itinerary and to proceed to such
addi ti onal places as may be necessary for
acconpl i shment of this mssion.

COWPDUINS ........ ... ..., Upon conpl etion of duty under instruction

COWPRET ............iiin.. Upon conpl etion thereof return to duty
station and resune regul ar duties.

COWTEM .. ... ... ... ... .. ..., Upon conpl etion of tenporary duty.

COWPTEM NS . .................. Upon conpl etion of tenporary duty under
i nstruction.

COT Consecutive overseas tour
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DATEDSG . ....... ... On such date as the commandi ng general



DEL REPANY

DELREPARUS

DI FOPSODA

DI FOPTECH

conmandi ng of ficer or other conpetent
authority may designate.

Date arrived United States.

Date arrived United States, dependents not
restricted.

Aut hori zed to delay (no. of days indicated),
provi ded no excess | eave involved, in
reporting in conpliance with these orders.
Such delay to count as |eave. Keep old and
new duty stations advised of |eave address.

Aut hori zed to delay (no. of days indicated),
provi ded no excess | eave involved, and al

of which nay be taken prior to or after
reporting to tenporary duty station(s); such
delay to count as leave. No additional cost
to the Governnent involved. Keep old and
new duty station advised to | eave address.

Aut hori zed to delay (no. of days indicated
or until date indicated) in returning to the
duty station, such delay to count as | eave,
provi ded no access | eave involved and at no
additional cost to the Governnment. Keep
duty station advised to | eave address.

Aut hori zed to delay (no. of days indicated
or until date indicated) in returning to the
duty station, such delay to count as | eave,
provi ded no access | eave involved and at no
additional cost to the Governnent. Keep
duty station advised of |eave address.
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Duty in a flying status, flight activity
deni ed.

Duty in a flying status involving operationa
flights.

Duty under instruction in a flying status
i nvol vi ng operational or training flights.

Duty in a flying status involving operationa
or training flights within the (conmand or
activity) as may be designated.

Duty as a technical observer in a flying
status involving operational or training
flights.



*DIFOT Duty in a flying status invol ving operationa
or training flights.

* May be used followed by "crew' or "noncrew' to be translated "as
crewnenber" or "as noncrewnenber".

DIFPRO ........ ... ... .. ..... Duty in a flying status involving proficiency
flights.

DIRLAUTH . .................. Direct |iaison authorized.

DI STREAT .. ....... ... ....... Upon bei ng di scharged fromtreatnment.

DUNS ...................... Duty Under Instruction.

DUSODA ... ... i Duty within the (conmand or activity) as the
(conmand or activity) may designate.

DUSTA ... . Duty Station.

EXACCT . ... . . . i Expendi ture account.

FAGAIRTRANS ................. (Via) first avail able Governnent air

transportation.
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FAGSURTRANS . ................. (Via) first avail abl e Governnent surface
transportation.
FAGTRANS ..................... (Via) first avail abl e Gover nnent
transportation.
FAIRTRANS .. .................. (Via) first available air transportation
FATRANS .. ........ ... ... ...... (Via) first available transportation
FURNARSSN . ......... .. ... ..... Furnish full nanes, rates, and socia

security nunmbers of Marines transferred
per this directive.

FURNDI SBOFF .. ................ Furni sh the disbursing officer carrying your
pay accounts a copy of these orders bearing
all endorsenents.

FYl For your information.

*FCOVAIR L I ncl udi ng Governnent air.

** Phrase equival ent usually used in conbination

GOVAIRDIR . ... ... .. .. ... ..., Travel via Government aircraft is directed
(between points specified) where necessary



to expedite conpletion of this duty.

Class __ priority is certified.

GOVAIRDIROUT . ....... ... ... Travel via Government aircraft is directed
Qutside the U S. Class __ priority is
certified.

GOVAIRDIRVAIL ................ Travel via Government aircraft is directed
(bet ween points specified) where avail abl e.
Class __ priority is certified.

GOVAIRSUR . ................... Travel via Governnent air and/or surface is

aut hori zed.
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GOVAIRSURDIR . ................. Travel via CGovernnent air and/or surface
vessel is directed.

GOVAI RSURDI RVAIL . .............. Travel via Governnent air and/or surface
vessel is directed. (between points
speci fied) where available. Class __
priority is certified.

GOVMERAIRDIR ... ... In performng this travel Governnent air
and/ or Governnent procured comercial air
i s directed.

ICW I nsure conpliance wth.

IMMUNQURED . .................. | medi ately upon recei pt of these orders
obtain i muni zation required for areas to
be visited. Procure properly conpleted
NavMed 585 (U.S. Navy | nmuni zati on Record).

IRA Intermediate reporting activity.

IPCOT ... . I n-place Consecutive overseas tour

IRT In reference to; In response to.

LCPCSO ... ... Low cost permanent change of station
orders.

MERAIR . ... . . Commercial air.

MTRE . ....... ... .. .. ... Aut horized to omit or revisit any of the
menti oned pl aces as deened necessary.

M TREVAR .. ... ... . .. . . .. Aut hori zed to omit or revisit any of the

menti oned places and to vary the itinerary
as deemned necessary.

MTVAR ... Aut hori zed to omit any of the nmentioned



PROTI MEARR

PROTI MEREP

PROVMAI N ..
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pl aces and to vary the itinerary as nay be
deened necessary.
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MIlitary Personnel, Marine Corps.

If not already proceeded, orders
(identified by date-time-group which

foll ows) are cancel ed.

bj ect cl ass.

Qutside 48 contiguous states and District
of Col unbi a.

Overseas control date

Per manent duty station.

Perm ssi on granted

Per mi ssi on not granted.

Privately owned vehicle.

Proceed i medi ately to | ocation of ship,
commander or station designated and upon
arrival report for duty or purpose

i ndi cat ed.

Proceed to (Il ocation of ship, commander,
or station by group(s)) imediately

foll owi ng and upon arrival report for duty
or purpose indicated).

Proceed in tine to arrive on (date

i ndicated) to activity or station

desi gnat ed.

Proceed in tine to report to activity or
station designated not later than (hour

and/ or date indicted).

Al'l other provisions of present orders to
remain in effect.
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Proceed without delay to |location of ship,
conmander, or station designated and upon



6002

TRAVCHAR .. ... ... .

arrival report for duty or purpose
i ndi cat ed.

Rel ease from active duty.

When relieved by

Rel i ef for cause.

Reenl i st ment incentive considered
conpl ete

Reason not qualified.

Reenl i stment option cycle conplete.

The Secretary of the Navy found on (date)
that nore than one pernmanent change of
station was required by the exigencies of
the service during the same fiscal year

Statenent format not provided.

(Via) first avail abl e Gover nnent
transportation, not includhng air

Tenporary active duty.

Tenporary additional duty in connection
with.

Tenporary additional duty under
instruction. (TAD at a formal school |ess
than 20 weeks.)
Tenporary duty in connection with.
Tenporary duty under instruction
Tenporary duty at a formal school en route
to new PDS
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Time on Station.
Cost of this travel is chargeable to
appropriation or departnent designated in

foll owing group(s) (ldentifying nunmerals
may be added.)

Unl ess ot herw se i ndi cat ed.



......... Unl ess ot herw se directed.

......... Unexecut ed portion of orders (identified
by reference nunber follow ng) are
revoked.

U. S. Decorations and Unit Awards

(1) Mlitary Decorations

Medal of Honor ....... ... .. . ... ... VH VH

NaVvy CroOSS ..o e e e NC NX

Def ense Distingui shed Service Medal .......... DDSM DD

Di stingui shed Service Medal .................. DSM DM

Silver Star Medal ........ ... .. ... .. SSM SS

Def ense Superior Service Medal ............... DSSM DS

Legion of Merit ... . . .. . . . LM LM

Legion of Merit(with Conbat "V') ............. LW LV

Di stinguished Flying Cross ................... DFC DX

Di sti ngui shed Flying Cross(wi th Conbat "V') DFCV DV

Navy and Marine Corps Medal .................. NVCM NM

Bronze Star Medal ......... .. . .. ... ..., BSM BS

Bronze Star Medal (with Conbat "V') ........... BSMW BV

Purple Heart ...... .. . . . . . . . . . PH PH

Def ense Meritorious Service Medal ............ DVSM VR

Meritorious Service Medal .................... VM WM

Air Medal -1 ndi vidual Action .................. AMA AF

Air Medal - I ndi vidual Action (with Conmbat "V") ANVAV AH

Air Medal (Strike/Flight) .................... AMS AS

Air Force Aerial Achievenent Medal ........... AFAAM  FE

Joint Service Commendation Medal ............. JSCM JC

Joint Service Conmendation Medal (w th Conbat

N ) JSsCw  JV

Navy and Mari ne Corps Comendati on Medal ..... NMCCM  NC

Navy Commendati on Medal (with Combat "V') .... NMCCW CV
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Joint Service Achieverment Medal ................... JSAM JA
Navy and Mari ne Corps Achi evement Medal ........... NMCAM  NA
Navy Achi everent Medal (with Conbat "V') .......... NMCAWV NV
Combat Action Ribbon ......... ... ... ... .. ... ... ... CAR CR

(2) Unit Awards.

Use the codes provided in the right-hand col um

when recording awards i nfornation on page 9 of the field service record.
VWere no code i s shown,

for

continue to use the acronym Acronyns appear here

clarity of entries made previous to this revision and use when no code
exi sts.

Presidential Unit Citation ............. ... . . . .. .... PUC PU
Joint Meritorious Unit Award ........... ... . . ....... JMUA JuU
Navy Unit Commendation ................. .. ... v o.... NUC NU



Meritorious Unit Commendation ...................... MJC MJ
Navy "E" Ribbon . ........ . .. ... . .. . .. NAVE NE

(3) Non-U S. Mlitary Decorations. Use the codes provided in the
ri ght-hand col uimm when recordi ng awards i nformation on page 9 of the field
service record. Wiere no code is shown, continue to use the acronym
Acronyns appear here for clarity of entries nmade previous to this revision
and use when no code exists.

Presidential Medal of Freedom .................. PMF PM
Nati onal Security Medal ........................ NSM - -
Nati onal Sciences Medal ........... ... ... ...... NSCM --
Gold Life Saving Medal ......................... GL GL
Silver Life Saving Medal ....................... SL SL
Medal of Merit ... ... . MoM --
National Intelligence Distinguished Service
Medal .. NI DSM  --
National Intelligence Medal of Achievenent ..... NI VA - -
Navy Di stinguished Civilian Service Award ...... NCDS --
Navy Award for Distingui shed Achi evenent in
SCi BNCE .o NDAS --
Presi dent's Distinguished Federal Civilian
Service Medal ...... . .. ... PDFCS --
Department of Defense Distinguished Civilian
Service Medal ...... . .. ... DoDDCS - -
Navy Di stingui shed Public Service Award ........ NDPS --
Nat i onal Aeronautics and Space Admi nistration
(NASA) Distinguished Service Medal ........... SA ND
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NASA Flight Medal ......... ... ... . ... .. ....... NF NF
NASA Medal for Exceptional Bravery ........... NB NB
NASA Medal for Exceptional Service ........... NE NS
Merchant Marine Distinguished Service Medal .. MDSM  --
Merchant Marine Meritorious Service Medal .... MWBM  --
Merchant Marine Mariners Medal ............... MMV --
Sel ective Service Distinguished Service Award SSDS - -
Sel ective Service Exceptional Service Award SSES - -
Sel ective Service Meritorious Service Award SSMs --
Congressi onal Space Medal of Honor ............ CSIVH --

d. U S. Canpaign and Service Awards. Use the codes provided in the
ri ght-hand col umm when recording awards i nformati on on the page 9 of the
field service record. Where no code is shown, use the acronym Acronymns
appear here for clarity of entries made previous to this revision and use
where no code exists.

Pri soner of War Medal ........................ POW --
Marine Corps Good Conduct Medal .............. GCM GC



6- 54

e.

provided in the right-hand col um when recordi ng awards on page 9 of the

Naval Reserve Meritorious Service Medal ....
Sel ected Marine Corps Reserve Medal ........
Navy Fl eet Marine Force Ribbon .............
Expeditionary Medals (Navy and Marine Corps)
China Service Medal ........................
Anerican Defense Service Medal .............
Anerican Canpaign Medal ....................
Eur opean- Afri can- M ddl e Eastern Canpai gn
Medal ... ..
Asi atic-Pacific Canpaign Medal .............
Victory Medal (World Var 1) ..............
Navy Occupation Service Medal ..............
Medal for Humane Action ....................
Nat i onal Defense Service Medal .............
Korean Service Medal .......................
Antarctica Service Medal ...................
Armed Forces Expeditionary Medal ...........
Vi etnam Service Medal ......................
Sout hwest Asia Service Medal ...............
Humani tarian Service Medal .................
Armed Forces Service Medal .................
Mlitary Qutstandi ng Vol unteer Service Meda
Sea Service Deploynent Ribbon ..............
Navy Artic Service Ribbon ..................

| RAM

Naval Reserve Sea Service Ribbon ............
Navy and Mari ne Corps Overseas Service Ri bbon
Navy Recruiting Service Ribbon ..............
Marine Corps Recruiting Ribbon ..............
Marine Corps Drill Instructor Ribbon..........
Marine Security Guard Ribbon ................
Coast CGuard Special Operations Service Ribbon
Arnmed Forces Reserve Medal ..................
Mobilization ...... .. ... . .. .. .. .. .. .. ...
Bronze Hour Gass ......................
Silver Hour dass ............... ...
Gold Hour dass ............ ..
Gol d/ Bronze Hour Gass ..................
Naval Reserve Medal .........................
Marine Corps Reserve Ribbon .................

... AFRM
AFRM FRM)
AFRM BHG)
AFRM SHG)
AFRM GHG)
AFRM GBHG)

... NRM

Forieqgn Unit/Non-U. S. Mlitary Servce/ Foreign Awards.

service record. VWhere no code is shown, use the acr

here for

exi st s.

(1) Foreign Unit Awards

Phili ppine Presidential Unit Citation ........
Korean presidential Unit Citation ............

onym

RM
MVE
EM
CSs
AD
AM

EA
AP
W/

ND
KS
AR
AE
VS
SA
HS
ES
ov
SD
AT

RA
D

MG
SO
FR

NR
RR
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Use the codes

Acronyns appear

ACRONYM  CODE

PPUC
KPUC

PP
KP

clarity of entries made previous to this revision and where no code



Vi etnam Presidential Unit Citation (Only for
Aug/ Sep 1954 Service) .......... .. ... VPUC VP
Republic of Vietnam Meritorious Unit Citation
(Gllantry Cross Medal Color with Palm RVMJCGCC RG
Republic of Vietnam Meritorious Unit Citation
(Civil Actions Medal First Class Color with
Palm ... RVMUCCA RC

(2) Non-U.S. Mlitary Sevice Awards

ACRONYM  CODE

Phili ppi ne Defense Ribbon .................... PDR PD
Phili ppine Liberation Ribbon ................. PLR PL
Phi | i ppi ne I ndependence Ribbon ............... PI R P
United Nations Service Medal ................. UNSM us
United Nations Medal ......................... UNM UN
NATO Medal ........ .. . . . i NATO NT
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Mul tinati nal Force and Qbserver Medal ..... MFOA
I nter-Anmerican Defense Board Medal ........ | DBM - -

(3) Foreign Service Meda

ACRONYM  CODE

Republ i ¢ of Vi et nam Canpai gn Medal ........ RVCM VM
Kuwait Liberation Medal (Saudi Arabia) .... KLMYS) KL
Kuwait Liberation Medal (Kuwait) .......... KLM K) KK

f. Servicel/ldentiification Badges, Breast Insignia, and Marksmanship
Badges

ACRONYM
(1) service/ldentification Badges
presidential Service Badge ............... PSB
Vice presidential Service Badge .......... VPSB
O fice of Secretary of Defense
Identification Badge ................... OsSD- | DB
Joint Chiefs of Staff Identificati on Badge JCS-1 DB
(2) Breast Insignia
Naval Avi ator and Naval Aviation pil ot
Insignia ........ ... . .. . i NA
Naval Flight O ficer Insignia ............ NFO
Marine Aerial Navigator Insignia ......... MAN
Naval Aviation Cbserver Insignia ......... NAOI
Naval Aircrew lnsignia ................... NACI

Conbat Aircrew Insignia .................. CACI



Navy/ Mari ne Corps parachutist Insignia ..
Basi ¢ parachutist Insignia ...............
Mast er Expl osi ve Ordnance Di sposal Insignia
Seni or Expl osive Ordnance Di sposal Insignia
Basi ¢ Expl osi ve Ordnance Di sposal Insignia
SCUBA Divers Insignia ....................

(3) Marksnmanshi p Badges

U.S. Distinguished International Shooter
Badge .. ...... . ...

Di sti ngui shed Marksman Badge (CGold) ......

Lauchhei mer Trophy Badge (Gold) ..........
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Lauchhei mer Trophy Badge (Silver) ....................
Lauchhei mer Trophy Badge (Bronze) .....................
Marine Corps Rifle Chanpi onshi p Badge

(McDougal Trophy Badge) (Gold) ......................
Mari ne Corps Pistol Chanpionshi p Badge

(Wal sh Trophy Badge) (Gold) .........................
Marine Corps Rifle Conpetition Badge

(GOl d) o
Marine Corps Pistol Conpetition Badge

(GOl d) oo
Marine Corps Rifle Conpetition Badge

(ST Ver)
Mari ne Corps Pistol Conpetition Badge

(S VeI
Marine Corps Rifle Conpetition Badge

(Bronze) ... .
Marine Corps Pistol Conpetition Badge

(Bronze) .. ...

Annual Rifle Squad Conbat Practice

(Conmpletion Badge (Gold) ........ .. ...,
Fl eet Marine Force Conbat Infantry Trophy

Mat ch Badge (Bronze) .......... ... . . . . .. .
Division Rifle Conpetition Badge (Gold) ................
Di vi sion Pistol Conpetition Badge (Gold) ...............
Division Rifle Conpetition Badge (Silver) ..............
Di vi sion Pistol Conpetition Badge (Silver) .............
Division Rifle Conpetition Badge (Bronze) ..............
Di vi sion Pistol Conpetition Badge (Bronze) .............
San Di ego Trophy Rifle Team Mat ch Badge

(GOl d) o
Wharton Trophy Rifle Team Match Badge

(GOl d) o
Elliott Trophy Rifle Team Match Badge

(GOl d)
W rgman Trophy Rifle Team Match Badge (Gold) ...........
Ll oyd Trophy Rifle Team Match Badge (Gold) .............
Smith Trophy Rifle Team Match Badge (Gold) .............
Hol conb Trophy Pistol Team Match Badge (Gold) ..........
Edson Trophy Pistol Team Match Badge (CGold) ............

NMCPI
BPI
MVEOD
SECD
BEOD
SDI

usDl S
DvVB
LTBG

LTBS
LTBB

MCRCB ( MTB)
MCPCB (\WI'B)
MCRCBG
MCPCBG
MCRCBS
MCPCBS
MCRCBB
MCPCBB
RSCPCG
FME Cl TVB
DRCBG
DPCBG
DRCBS
DPCBS
DRCBB
DPCBB
SDTRTMVB
WHTRTMB
ETRTVB
WIRTMB
LTRTVB
STRTMVB

MIPTNVB
ETPTMB

6002



Shively Trophy Pistol Team Match Badge (CGold) .......... STPTMB

Pacific Trophy Pistol Team Match Badge (Gold) .......... PTPTMVB
Rifle Qualification Badge (Expert) ..................... REX
Rifle Qualification Badge (Sharpshooter) ............... RSS
Rifle Qualification Badge (Marksman) ................... RVM
Pistol Qualification Badge (Expert) .................... PEX
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Pi stol Qualification Badge (Sharpshooter) .. PSS

Pistol Qualification Badge (Marksman) ...... PMM

g. FEDERAL DEPARTMENT (Ot her than DoD) AWARDS AND OTHER U.S. ARMED
FORCES' M LI TARY DECORATI ONS. Awards and decorations are not listed in
order of precedence.

ACRONYM CODE

Secretary of Transportati on Cormendati on for

Achieverment ........ ... ... ... ... .. SCTCA CA
Secretary of Transportation Conmendation for

Achi evenent (with Conmbat "V') ............ SCTCAV TV
Secretary of Treasury Conmendation for

Achieverment ........ ... ... .. . .. ... ... STCA TA
Arny Di stinguished Service Cross ........... ARDSC AX
Arnmy Commendation Medal .................... ARCM AC
Arnmy Commendati on Medal (with Conmbat "V') .. ARCW AV
Armmy Achi evenent Medal ..................... AAM AA
Soldiers Medal ......... ... . . . .. . ... ... SM SM
Air Force CroSS ... AFC FX
Air Force Commendation Medal ............... AFCM FC
Air Force Conmendation Medal (with Combat "V') AFCW FV
Air Force Achievement Medal ................ AFAM FA
Airman's Medal ......... ... ... . ... ... ... .... ASM FM
Coast Cuard Di stingui shed Service Medal .... CGDSM CD
Coast CGuard Commrendation Medal ............. CGCM CcC
Coast CGuard Commendati on Medal (with Conbat

V) ceew GV
Coast Cuard Achievenment Medal .............. CGACH CG
Coast CGuard Medal .......... .. ... .. ... ... ... CGMm Cc™M

h. Punctuation used in Messages. Punctuation shall be used when
essential for clarity. The letter "X" will not be used. The punctuation
mar ks used in the drafting of nessages normally shall be linmted to those
synbols listed in the NTP 3, which have Mrse equival ents and appear on
the standard typewiter and tel etypewiter keyboards.
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i. Days



Monday. . .............. ...
Tuesday. .....................
Wednesday. . ..................
Thursday.....................
j. Months
January.............. Jan
February............. Feb
March. ............... Mar
April................ Apr
May. ......... .. ... May
June................. Jun
k. Conbination of Cities and States or
Alaneda, CA ............ ALNMDCA
Al bany, GA ............. ALBGA
Al buquerque, NM ........ ALBUQ
Al exandria, VA ......... ALEX
Annapolis, MDD .......... ANNA
Arlington, VA .......... ARLVA
Asheville, NC .......... ASH
Atlanta, GA ............ ATLA
Banbridge, MD .......... BAI N
Baltimobre, MDD .......... BALTO
Bar bers Poi nt, Cahu, HI BARPT
Bar st ow, CA ... ... ..., BRST
Beautort, SC ........... BFT
Bi rmi ngham AL ......... BHAM
Bost on, MA BSN
Brenmerton, WA .......... BREM
Brooklyn, NY ........... BKLYN
Brunswick, ME .......... BRUNS
Buffalo, NY ............ BFLO
Cecil Field, FL ........ CECI LFLD
Charleston, SC ......... CHASN
Cherry Point, NC ....... CHERPT
Chicago, IL ............ CHGO
Cincinnati, OH ......... CIN
Cleveland, OH .......... CLEVE
Corpus Christi, TX ...... CORPC
6002
Dallas, TX .............. DAL
Denver, CO .............. DVR
Earle Colt's Neck, NJ EARLE
Eli zabeth City, NC ...... ELI ZCTY
El Toro(Santa Ana), CA ELTORO
Gl veston, TX ........... GALV
Garden City, LI, Ny ...... GCTY
d envi ew, I GLEN
Governer's Island, NY GOVl S

Friday............. Fri
Saturday........... Sat
Sunday............. Sun
July.............. Jul
August............ Aug
Septenmber......... Sep
October........... COct
November.......... Nov
December.......... Dec

Cities and Countries

Jacksonville, FL ..... JAXFL
Jacksonville, NC ..... JAXNC
Kaneohe Bay, H ...... KBAY
Kansas City, MO ...... KSC
Key West, FL ......... KWEST
Little Creek, VA ..... LCREEK
Little Rock, AR ...... LROCK
Long Beach, CA ....... LBEACH
Los Alamtos, CA ..... LOSALAM
Los Angeles, CA ...... LOSA
Louisville, KY ....... LVI LLE
Menphis, TN .......... MFS
M | waukee, W ........ M LW
M nneapolis, M ...... MPLS
Monterey, CA ......... MNTRY
Mont gonmery, AL ....... MONTG
Morehead City, NC ....MINC
Narrangansett Bay, Rl . NARRABAY
Nashville, TN ........ NASH
New London, CT ....... NLON
New Orl eans, LA ...... NRLNS
Newport News, VA ..... NPTNWS
New Yor k, NY ......... NYK
Norfolk, VA .......... NORVA
North Island, CA ..... NORI S
OGakland, CA .......... OAK
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Cceanside, CA ........... OSl DE
ki nawa, JA ............. oK
Okl ahoma City, OK ....... OKCTY
Overland Park, KS ....... OPK
Parris Island, SC ....... Pl SC
Pat uxtent River, NMD ..... PAXRI V
Pearl Harbor, H ........ PEARL
Pensacola, FL ............ PNCLA
Phi | adel phia, PA ........ PHI LA



Great Lakes, IL ......... GLAKES Pittsburgh, PA .......... PGH
Guant anamp Bay, Cuba GIMO Point Magu, CA .......... PTVAGU
Hampt on Roads, VA ....... HAMP Port Hueneme, CA ........ PORHUE
Honolulu, H ............ HONO Portsnmouth, NH .......... PTSIVHNH
Houston, TX ............. HOU Portsmouth, VA .......... PTSMHVA
Hunters Point, CA ....... HDNPNT Quantico, VA ............ QUANT
I ndi anapolis, IN ........ | NDPLS Quonset Point, RI ....... QUONPT
I ndi antown Gap, PA ...... | NGAP Rep, Philippines ......... RP
Ri chmond, VA ............ RI CH Schenectady, NY ......... SCHNET
Rochester, NY ........... ROCH Seal Beach ............... SBEACH
Roosevelt Roads, PR ...... RR Shreveport, LA .......... SPORT
St. Louis, MO ........... STL Stockton, CA ............ STOCK
St. Petersburg, FL ...... SPETE Subic Bay, RP ........... SuBI C
San Diego, CA ........... SDI EGO Tacoma, WA .............. TACO
San Francisco, CA ....... SFRAN Treasure Island, CA ...... Tl SFRAN
San Jose, CA ............ SJCSE Tulsa, OK ............... TUL
San Pedro, CA ........... SPEDRO Twentyni ne Palns, CA ....29PALMS
Santa Ana, CA ........... SANA Washi ngton, DC .......... WASHDC
1. States, District of Colunbia, Possessions, Territories

Alabama . .......... ... ... .. ... Montana ................. MT
Alaska .......... ... . ... ... ... Nebraska ................ NE
Arizona .......... ... .. . ..., Nevada .................. NV
Anmerican Sampa  ............... New Hanmpshire ........... NH
Arkansas ............... . ..... New Jersey .............. NJ
California ................... New Mexico .............. NM
Colorado ..................... CcOo New York ................ NY
Connecticut .................. North Carolina .......... NC
Delaware ..................... North Dakota ............ ND
District of Columbia ......... DC Chio ........ ... ... .. ... H
Florida ...................... Gkl ahoma ................ (0 ¢
Georgia ... Oregon ... OR
Guam . ... Pennsylvania ............ PA
Hawaii ....................... Puerto Rico ............. PR
ldaho ......... ... .. ... ... ... Rhode Island ............ RI
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Illinois .................. IL South Carolina ........ SC
Indiana ................... IN South Dakota .......... SD
lowa ...................... A Tennessee ............. TN
Kansas .................... KS Federated States of
Kentucky .................. KY Marshall Is., Palau...TT
Louisiana ................. LA Texas ................. TX
Maine ......... . ... ... ME Uah .................. ur
Maryland .................. MD Vernmont ............... VT
Massachusetts ............. MA Virginia .............. VA
Mchigan .................. M Virgin lIsland ......... Vi
M nnesota ................. WN Washington ............ WA
Mssissippi  ............... VS West Virginia ......... W/
Mssouri ........... .. ..... MO Wsconsin ............. W

womng ............... WY



m Wi ghts and Measures

Anmpere ... ... L. anp Measure ................. meas
Barrel ......... .. ... . . ... bbl Measurenment ton ......... nt on
Diameter .................. di am Megacycle ............... m
Day .......... .. da Meter ... m
Dollar ......... ... ... ..... dol Mle ... ... ni
Drum ......... .. ... .. ... ... dr Ml es per hour .......... nph
Feet/Foot ................. ft MIllimeter .............. nm
Gallon ... ... ... ... ... ... gal Mnute .................. nmm
Gallon per hour ........... gph Month . ... .. ... ... ... no
Gallon per mnute ......... gpm Nunmber ... .. ... ... ... nr
Gal l on per second ......... gps Package ................. pkg
Height .................... ht Pound ................... I b
Horsepower ................ hp Quantity ................ qty
Hour ........ ... .. ... ...... hr Revol utions per mnute....rpm
Hundred ................... hun Round (ammunition) ...... rnd
Inch ... ... ... ... .. ... ... in Shiprment ................ shi pnt
Kilocycle ................. Kc Short ton ............... ston
Kilohertz ................. kHz Thousand (monetary) ..... k
Kilometer ................. Km Thousand ................ t hou
Kilo-volt-anpere .......... Kva Unit of Fire ............ uf
Kilowatt .................. Kw Volt ... ... . %
Kilowatt-hour ............. Kwh Volume .................. vol
Knot ... ... .. Kt Week ... wk
Length over all ........... LCA Weight .................. wt
Liquid .................... Liq Yard ... ... yd
Long ton ........... .. ..... [ton Year ... ... ... yr
6002 | RAM
n. Grade
MARI NE CORPS
General ... CGen Chief Warrant Officer 2... CMR2
Li eutenant General ........... Lt Gen Warrant Officer .......... WO
Maj or General ............... Maj Gen Sergeant Major ........... Sgt Ma|
Bri gadi er General ........... BCGen Mast er Gunnery Sergeant MGy Sgt
Colonel ...... ... .. ... ........ Col First Sergeant ........... 1st Sgt
Li eutenant Colonel .......... Lt Col Master Sergeant .......... MSgt
Major ... Maj Gunnery Sergeant .......... Gysgt
Captain ..................... Capt Staff Sergeant ........... SSgt
First Lieutenant ............ I1stLt Sergeant ................. Sgt
Second Lieutenant ........... 2ndLt Corporal ................. Cpl
Chi ef Warrant O ficer 5 ..... W5 Lance Corporal ........... LCpl
Chief Warrant Officer 4 ..... w4 Private First Class ...... PFC
Chief Warrant Officer 3 ..... QWos Private .................. Pvt
NAVY
Admiral ... ... .. ADM  Chief Warrant Officer 2 ..... Cn0o2
Vice Admiral ................. VADM Warrant Officer ............. WO



Rear Admiral -Upper Half ...... RDMU
Rear Adm ral -Lower Half ...... RDML
Captain ........ ... ... ..., Capt
Commander ......... . . . . . .. ..., CDR
Li eut enant Conmander ......... LCDR
Lieutenant ................... LT
Li eutenant Junior G ade ...... LTJC
Ensign ....... .. ... .. .. ENS
Chief Warrant Officer 5 ...... CWOS
Chief Warrant Officer 4 ...... w4
Chief Warrant Officer 3 ...... (@1/'a¢]

0. Nunbers

(1) Mlitary Organizations.
organi zational titles,

Petty Officer

Master Chief Petty O ficer . MCPO
Seni or Chief Petty O ficer . SCPO
Chief Petty Oficer ......... CPO
Petty Oficer First Class ...POL

Second Clsss ..PO2

Petty Officer Third Class ...PQ3
General Apprenticeship ...... No Abbr
General Apprenticeship,

Apprentice .................. No Abbr
General Apprenticeship,

Recruit ........ ... .......... No Abbr

When abbreviating nunbers in mlitary
apply the follow ng rules:

(a) If the nunmber spelled out ends in the letters "st", the

Arabic numeral is used followed i mediately by the letters "st" Exanple:
First becomes 1st.
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(b) If the nunmber spelled out ends in the letters "nd", the

Ar abi ¢ nuner al
Second becomes 2d.

(c) If the nunber spelled
is used followed i med

Ar abi ¢ numnera
Fourth becones 4th.

(2) Dates and Mlitary G ades.
mlitary grades (see paragraph 6002. |

(a) If the nunber spelled
is used followed i medi

Ar abi ¢ nuner al

First sergeant becones 1st Sgt.

(b) If the nunber spelled
is used fol |l owed i medi

Ar abi ¢ nunera

Second Li eutenant becones 2ndLt.

(c) If the nunmber spelled
is used foll owed i medi

Ar abi ¢ nuner al
Twenty-fifth beconmes 25th.

p. Mlitary organizations/Activities/US.

(1) puncuation and Spaci ng

(a) Nornmally,
spaci ng are not

is used followed i mediately by the letter "d"

punctuation (i.e.,
used with mlitary abbreviations and acronyns;

Exanpl e:

out ends in the letters "th", the
ately by the letter "th" Exanple:

When abbrevi ati ng dates and
, J, and n) the follow ng rules apply:
out ends in the letters "st", the
ately by the letters "st" Exanple:

out ends in the letters "nd", the
ately by the letter "nd" Exanple:

out ends in the letters "th", the
ately by the letter "th" Exanple:

Gover nnment and DoD Agenci es

etc.) and
the letters

peri ods, conmas,

6002



are run together, wi thout separation by space or punctuation. This run-
toget her rul e does not apply when abbreviations or acronymnms include nunbers

of any kind - Roman, Arabic, or ordinal. Exanples:
11 MEF 24th MEU 1st MarDiv UsSMC
BLT 2/3 2d MAW COA HQVC
7th Mar FMFPac I-1Stf MARFORRES

(b) As an exception to the above, when using abbreviations in
naval correspondence and directives use a conma and a space between the
different levels of command. Exanple: Co, 1st Bn, 5th Mar, 1st MarDiv, FM.
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(c) When allotted space is restrictive for making an entry in
the service record or when preparing certain NAVMC or other forms, the
spaci ng between the nunerical designation of the unit and the type of unit
may be omtted. A space is still required between the different |evels of
command. Exanple: 1stBn 5thMar 1stMarDiv FMF.

(d) As shown in paragraph 4006.2 and figure 4-1, use either
natural capitalization or all upper case typeface when nmaki ng command title
entries in the service record.

(2) Nurerals. As noted in paragraph 6002.100, mlitary units are
expressed in figures at all times. Wng (beginning a sentence) 2d Marine
Aircraft Wng (el sewhere in a sentence).

(3) U S Marine Corps units are designated by the use of letters for
conpani es and batteries; arabic nunmerals for divisions, w ngs, reginents,
groups, battalions, squadrons, platoons, and squads, and Roman nuneral s for
forces.

Exanpl es:

Marine Corps Forces, Pacific/Atlantic (MarForPac/Lant)

Fl eet Marine Force Pacific/Atlantic (FMFPac/Lant)

I1l Marine Expeditionary Force (Il NMEF)

1st Marine Division (1st MarDiv)

4th Marine Expeditionary Brigade (4th MEB)

3d Force Service Support Goup (3d FSSG

22d Marine Expeditionary Unit (22d MED)

3d Battalion, 8th Marines (3d Bn, 8th Mar)

Conmpany A (COA)

1st Platoon (1st PIt or 1st Plat)



1st Marine Aircraft Wng (1st MAW

Marine Aircraft Goup 33 (MAG 33)
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Marine Fighter Attack Squadron 212 (VMFA-212)
Mari ne Medi um Hel i copter Squadron 163 ( HVM 163)
(4) Naval Messages. Abbreviations of mlitary organizations for use
in the FROM TO and I NFO portions of Naval messages are contained in the USN
PLAD 1.

(5) Abbreviations/Acronvns/ Short Titles

ADM NI STRATI ONV LEGAL SERVICES SCHOOL . ........... ..., Adm ni /
LegsvcScol
Al RBASE . . AB
Al R/ NAVAL GUNFI RE LI Al SON COMPANY .. ... ANGLI CO
Al R SUPPORT RADAR TEAM . . ... e ASRT
AMPHI Bl OUS RECONNAI SSANCE TEAM .. ... e ART
AMPHI Bl OUS RECONNAI SSANCE UNI'T ... .. ARU
AMPHI Bl OUS SQUADRON . . .. e e e PHI BRON
AMPHI Bl OUS WARFARE SCHOOL .. .. .. e e AWS
ARMED FORCES STAFF COLLEGE ........ ... . . . . i AFSC
ARMORED VEHI CLE LAUNCHED BRIDGE ............iiuiiiinnen... AVLB
ARMY OF THE U. S. .. e e e AUS
ARMY SECURI TY AGENCY .. .. e ASA
BATTALL ON . Bn
BATTALI ON LANDI NG TEAM . . .. e e BLT
BAT TERY .. Btry
BLOUNT | SLAND COMMAND . . ..o e e e e e e e Bl CMVD
BRI GADE . . .. Bde
BRI GADE SERVI CE SUPPORT GROUP . ... ... ... BSSG
BUREAU OF MEDI CI NE AND SURGERY .. ... .. i BUVMED
BUREAU OF NAVAL PERSONNEL . ... ... BUPERS
CAMP H M SMTH, H ... CanSmh
CAVMP J. H. PENDLETON, OCEANSIDE, CA ........ .. .. ..o CanPen
CAMP LEJEUNE, NC ... ... e CamlLej
CAMP S. D. BUTLER .. ... e CamBut
CENTRAL | NTELLI GENCE AGENCY . .. i e e ClA
CHAI RMAN, JO NT CHIEFS OF STAFF ... ... . .. CJCs
CHI EF OF NAVAL AIR TRAINING .. ... e CNATRA
CHI EF OF NAVAL OPERATIONS ... .. e CNO
CHI EF OF STAFF, UNI TED STATES AIR FORCE .................. CSAF
CHI EF OF STAFF, UNI TED STATES ARMY . ... ... .. ... .. ... CSA
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CIVIL AFFAIRS GROUP .. ... .
COVBAT SERVI CE SUPPORT DETACHMENT . .................
COVBAT SERVI CE SUPPORT ELEMENT .....................
COVWAND AND STAFF COLLEGE .......... ... ...,
COVMANDER, AMPHI BI OQUS TASK FORCE ...................
CHI EF, FORCES COWAND ................
CH EF, MLITARY AIRLIFT COWAND ......
CH EF, STRATEG C AIR COWAND .........
ATLANTI C COWAND .........
CENTRAL COVWAND ..........
PACIFIC COMMAND . .........
SOUTHERN COMVAND .. .......

COVIVANDER
COVIVANDER
COVIVANDER
COMVANDER
COMVANDER
COMVANDER
COVIVANDER
COVIVANDER
COVIVANDER
COVIVANDER

CHI EF,
CHI EF,
CHI EF,
CHI EF,
CHI EF,
CHI EF,
CHI EF,

SPECI AL OPERATI ONS COMVAND

zzzzzzzzzzZ
ccccccc

COVMANDER, LANDING FORCE .............. ... ... .. ...
COMVANDER, MARINE CORPS AIR BASE ...................
COMVANDER, MARI NE CORPS Al R BASE, EASTERN AREA .....
COMVANDER, MARI NE CORPS Al R BASE, WESTERN AREA .....
COMMANDER, MARI NE CORPS BASES, PACIFIC .............
COVMANDER, MARI NE CORPS FORCES, ATLANTIC ...........
COVMANDER, MARI NE CORPS FORCES, EURCPE .............
COVMANDER, MARI NE CORPS FORCES, PACIFIC ............
COVMANDER, MARI NE CORPS SYSTEMS COMMAND . ...........
COVMANDER, MARINE CORPS SCHOOLS . ...................
COMPANY
COMPTROLLER OF THE NAVY ... ..
COWPUTER SCI ENCE SCHOOL ......... ... ... ...
COUNTERI NTELLI GENCE TEAM .. ... .. ... . .. .. . . ...

DATA PROCESSI NG | NSTALLATION . ... .
DEFENSE COMMUNI CATIONS .. ... ... . .
DEFENSE FI NANCE AND ACCOUNTI NG SERVICE .............

DEFENSE FI NANCE AND ACCOUNTI NG SERVI CE- KANSAS CI TY

CENTER . ..
DEFENSE | NFORMATI ON SYSTEMS AGENCY .................
DEFENSE | NTELLI GENCE AGENCY .......... ... .. .. .. .. ....
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DEFENSE LANGUAGE I NSTITUTE . ........... ... .. .. .. ....
DEFENSE LOG STICS AGENCY . ...
DEFENSE MANPOAER DATA CENTER . ......................
DEFENSE MAPPI NG AGENCY ... ... .. .
DEFENSE MAPPI NG SCHOOL .. ...... .. i
DEFENSE NUCLEAR AGENCY .. ... ... . . . i
COVERCE ....... ... . .. i
DEFENSE . ....... ... .. . ... i
HEALTH AND HUMAN SERVICES ............
THE NAVY
TRANSPORTATION .. ... .
VETERAN AFFAIRS . ... ... ... .. ... .. .....

DEPARTMENT
DEPARTMENT
DEPARTMENT
DEPARTMENT
DEPARTMENT
DEPARTMENT

FARRIAR

SPACE COMVMAND . ...........

...... CATF

...... ClI NCFOR
...... CI NCMAC
...... ClI NCSAC
...... USCI NCLANT
...... USCI NCCENT
...... USCI NCPAC
...... USCI NCSO

..... USCI NCSOC

...... USCI NCSPACE
...... USCI NCTRANS
...... CLF

...... COMCABVEEST

...... COMVARCORBASEPAC
...... COVIVARFORLANT
...... COVVARFOREUR
...... COVIVARFORPAC
...... COVVARCORSYSCOM
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DEPUTY COVMANDER, MARI NE CORPS SYSTEMS COMVAND . ............ DEPCOVIVAR-

CORSYSCOM
DETACHVENT . ottt e et et e e e e Det
DI RECTORATE FOR | NFORMATI ON AND RESOURCE MANAGEMENT .. ...... DI RM
DI SCI PLI NARY BARRACKS .+ . o ottt et e e e Di sBks
DEVESION ottt et Di v
ENG NEER SUPPORT BATTALI ON ..o vttt e et e ESB
EXPEDI TI ONARY Al RFIELD . oot e et e e e EAF
FAR EAST NETWORK . . oo oe et e e FEN
FEDERAL AVI ATI ON ADM NI STRATI ON .« o ooe e e e FAA
FEDERAL BUREAU OF | NVESTI GATI ON o\ oot et FBI
FEDERAL BUREAU OF PRISONS ..ottt FBOP
FEDERAL EMERGENCY MANAGEMENT AGENCY .o ovvvveeiee FEMA
FI ELD ARTILLERY SCHOOL ..t o vttt e e e FAS
FI ELD MEDI CAL SERVI CE SCHOOL . .t evee et FMBS
FIELD MUSI C SCHOOL ottt e e e FNS
FI ELD SUPPLY AND MAI NTENANCE ANALYSIS OFFICE ............... FSMAO
FIRE TEAM .« oo et e e e e e ftm
FI XED- W NG SUPPORT SQUADRON .« o et e et e FWSS
FLEET ANTI TERRORI SM SECURI TY TEAM .. oot et FAST
FLEET HOVETOAN NEWS CENTER ..\t ttte ettt e FHTNC
FLEET MARINE CORPS RESERVE ...t tte et FMCR
FLEET MARINE FORCE oottt e FMF
FLEET MARINE FORCE ATLANTIC .\ \ovot et FMFLANT
FLEET MARINE FORCE EUROPE .. .ottt FMFEUR
FLEET MARINE FORCE PACI FIC o\ vote e FMFPAC
FLEET READI NESS SQUADRON . .o\ o ot et FRS
FORCE AUTOMATED SERVI CE CENTER o\ oeee et FASC
FORCE SERVI CE SUPPORT GROUP ..ttt e et FSSG
FORWARD ANTI Al R DEFENSE oot vo et e e e e FAAD
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GENERAL ACCOUNTI NG OFFI CE .. oo et e GAO
GROUP o oo e e Gu
HEADQUARTERS AND HEADQUARTERS SQUADRON ... oevvoeen.. HQHQRON
HEADQUARTERS AND SERVI CE oot oe et e e e e HQSVC
HEADQUARTERS MARI NE CORPS . ..ottt et e HQVC
| NSPECTOR- | NSTRUCTOR STAFF .+ o oot |-1Stf
| NTERROGATOR- TRANSLATOR TEAM . . o oot oo I TT
| NTERROGATOR- TRANSLATOR UNI T .\ oo et oo | TU
JONT CHIEFS OF STAFF ottt ettt Jcs
JO NT DEPLOYMENT AGENCY ottt e et e JDA
JO NT DOCTRINE CENTER .« et et et e e e JDC
JO NT ELECTRONI C WARFARE CENTER ..ot vooeeie e JEWC
JO NT PUBLIC AFFAIRS OFFI CE oottt JPAO
JO NT STRATEG C TARGET PLANNING STAFF ..ot JSTPS

JO NT TASK FORCE . ... e JTF



JO NT U S. MLITARY ASSI STANCE GROUP
JO NT WARFARE SYSTEM

LANDI NG FORCE TRAI NI NG COVMMAND
LANDI NG SUPPORT BATTALI ON
LI GHT ANTI Al RCRAFT M SSI LE
LI GHT ARMORED | Nf ANTRY
LOW ALTI TUDE Al R DEFENSE

MANPOWER | NFORMATI ON SYSTEMS SUPPORT ACTI VI TY
MANPOWER | NFORMATI ON SYSTEMS SUPPORT OFFI CE

MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
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MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE
MARI NE

AERI AL TRANSPORT/ REFUELER SQUADRON
Al R CONTROL GROUP
Al R CONTROL SQUADRON
Al RCRAFT GROUP
Al RCRAFT W NG
AR FORCES .. ... .
Al R- GROUND TASK FORCE
Al R- GROUND TASK FORCE WARFI GHTI NG CENTER
Al R- GROUND TRAI NI NG AND EDUCATI ON CENTER
Al R SUPPORT SQUADRON
Al R TRAFFI C CONTROL SQUADRON

Al R TRAFFI C CONTROL UNI'T
ALL WEATHER ATTACK SQUADRON
ALL WEATHER FI GHTER TRAI NI NG SQUADRON
ATTACK SQUADRON
ATTACK TRAI NI NG SQUADRON
AVI ATI ON DETACHMENT
AVI ATI ON LOG STI CS SQUADRON
AVI ATI ON TRAI NI NG SUPPORT GROUP
AVI ATI ON VEAPONS AND TACTI CS SQUADRON
BARRACKS
COVBAT CREW READI NESS TRAI NI NG GROUP
CORPS ABSENTEE COLLECTION UNI'T
CORPS ADM NI STRATI VE ANALYSI S TEAM
CORPS ADM NI STRATI VE ANALYSI S TEAM EAST COAST
CORPS ADM NI STRATI VE ANALYSI S TEAM WEST COAST
CORPS ADM NI STRATI VE DETACHMENT
CORPS Al R BASE -S
CORPS AIR FACILITY
CORPS Al R- GROUND COMBAT CENTER
CORPS Al R STATI ON
CORPS ARTI LLERY DETACHVENT
CORPS AUTOVATED SERVI CES CENTER
CORPS AUXI LI ARY AIR FACILITY
CORPS AUXI LI ARY Al R STATI ON
CORPS AUXI LI ARY LANDI NG FI ELD
CORPS BASE ... .
CORPS COVBAT DEVELOPMENT COMVAND
CORPS COMVAND CENTER
CORPS DETACHMENT

MAW

MCAS

MCASC
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MARI NE CORPS DI STRI CT

MARI NE CORPS | NSTI TUTE
MARI NE CORPS LOG STI CS BASE

MARI NE CORPS LOG STI CS BASES
MARI NE CORPS MOUNTAI N WARFARE TRAI NI NG CENTER
MARI NE CORPS RECRUI T DEPOT
MARI NE CORPS RECRUI T DEPOT/ EASTERN RECRUI TI NG REG ON
MARI NE CORPS RECRUI T DEPOT/ WESTERN RECRUI TI NG REG ON
MARI NE CORPS RECRUI TI NG AND RECRUI T TRAI NI NG COVIVAND
MARI NE CORPS RECRUI TI NG STATI ON
MARI NE CORPS RECRUI TI NG SUBSTATI ON
MARI NE CORPS RESERVE
MARI NE CORPS RESERVE SUPPORT COMMAND
MARI NE CORPS RESERVE TRAI NI NG CENTER
MARI NE CORPS SCHOCLS
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MARI NE CORPS SECURI TY FORCE -S
MARI NE CORPS SERVI CE SUPPCORT SCHOCLS
MARI NE CORPS SUPPORT ACTI VI TY
MARI NE CORPS SYSTEMs COMMAND

MARI NE CORPS TACTI CAL SYSTEM SUPPCORT ACTI VI TY
MARI NE CORPS UNI VERSI TY
MARI NE DETACHVENT
MARI NE DI VI SI ON
MARI NE ELECTRONI C WARFARE SQUADRON
MARI NE EXPEDI TI ONARY BRI GADE
MARI NE EXPEDI TI ONARY CORPS
MARI NE EXPEDI TI ONARY FORCE
MARI NE EXPEDI TI ONARY UNI T
MARI NE EXPEDI TI ONARY UNI T SERVI CE SUPPORT GROUP
MARI NE EXPEDI TI ONARY UNI T ( SPECI AL OPERATI ONS CAPABLE). . ..
MARI NE FI GHTER ATTACK SQUADRON
MARI NE FI GHTER TRAI NI NG SQUADRON
MARI NE FORCES, ATLANTIC
MARI NE FORCES, PACIFIC
MARI NE FORCE RESERVE
MARI NE GROUND FORCES
MARI NE HEADQUARTERS AND MAI NTENANCE SQUADRON
MARI NE HEAVY HELI COPTER SQUADRON
MARI NE LI GHT ATTACK HELI COPTER SQUADRON
MARI NE LI GHT HELI COPTER SQUADRON
MARI NE MEDI UM HELI COPTER SQUADRON
MARI NE OBSERVATI ON SQUADRON

MARI NE OFFI CER | NSTRUCTOR
MARI NES (WHEN REFERRI NG TO REG MENTAL ORGANI ZATI ONS)
MARI NE PHOTOGRAPHI C RECONNAI SSANCE SQUADRON
MARI NE SECURI TY GUARD BATTALI ON
MARI NE SUPPORT BATTALI ON
MARI NE W NG COMMUNI CATI ONS SQUADRON
MARI NE W NG HEADQUARTERS SQUADRON

MCLB

MARCORL OGBASES

MCMATC
MCRD
MCRD/ ERR
MCRD/ \IRR
MCR- RTC
USMC RS
USMC RSS
USMCR
MCRSC
MCRTC
MARSCHOCL

MCSF
MCSSS
MCSA

MARCORSYSCOM

MCTSSA
MCU
MARDET

Mar Di v
VMAQ

MEB

MEC

MEF

MEU
MEUSSG
MEU( SOC)
VIVFA

VVFT
MARFORLANT
MARFORPAC
MARFORRES
MARGNDFOR
H&MS

HWH

HVLA

HWVL

HvM

VMO

MOl
Mar

MSGBn
MARSPTBN
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MARI NE W NG SUPPORT GROUP .. ... . e MASG

MARI NE W NG SUPPORT SQUADRON .. ... ... ... .. i MASS
MARI NE W NG WEAPONS UNI'T ... ... MAAU
MARI TI ME PREPOSI TIONING FORCE .. .. .. ... . MPF
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CHAPTER 7

| DENTI FI CATI ON TAGS

7000. GENERAL

1. ldentification (ID) tags are used for identification and reporting of
casual ties, and graves registration in a conbat zone.

2. |IDtags are netal rectangles with rounded corners and snpoth edges, about
0.025 inches (1 mm thick, and neasuring approximtely 2 inches (5 cm by

1 1/8 inches (2.7 cnm). Each tag has a circular hole, approximtely 3/16

(5 cm in dianeter near one end.

3. The following instructions apply only to Marines. |Instructions for
preparing I D tags for Navy personnel attached to Marine units are contained
i n NAVPERS 15560 (Navy Personnel Manual).

4. The format of 1D tags produced at the Marine Corps recruit depots using
the Automated Recruit Management System (ARMS) is valid. Do not prepare
repl acenents for these tags solely to correct character spacing or because
the information is enbossed with the raised portion of the characters on
the "reverse" (side without a raised rin) of the tag.

5. Instructions on disposition of ID tags of deceased personnel is contained
in MCO P3040. 4.

6. Upon being separated (rel eased fromactive duty, discharged, transferred
to FMCR, Retirenent, etc.,) Marines may retain their |ID tags.

7. ldentification tags for individuals who have been separated fromthe
Marine Corps, and those which are no |onger used, should be destroyed in
accordance with standard destruction procedures for Privacy Act protected
i nformati on.

7001. PREPARATI ON I NSTRUCTI ONS. Each ID tag can accommopdate 5 |ines of
type, with each line containing up to 15 characters. Using the hole in one
end of the tag as a left margin, characters
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are enbossed with the raised portion of the character on the side with a
raised rim The information will be readable fromthe "snooth" side of the
tag (no rim characters are pressed into the tag). Place information on the

tag as described bel ow
1. First Line. Beginning in the first spacer enboss the |ast nane. Do not
use spaces or hyphens.
2. Second Line. Beginning in the first space, enboss the first initial, a

peri od;
etc., as appropriate.

enboss the bl ood type,
I ndicate the RH factor

the second initial, a period; followed by Jr., Sr., I, Il, or III,
Use only two initials. Beginning in the 10th space,
foll owed by a space, followed by the RH factor.

by enbossing "PCS" or "NEG', as appropriate.

3. Third Line. emboss the SSN with three/two/
four

Beginning in the first space,
format as follows: 123 45 6789.

4. Fourth Line. Beginning in the first space, enboss the letters "USMC" for

all Marines, Regular or Reserve.
appropriate letter "S" for small,
the protective mask size. Precede

seventh space if the Marine wears an extra small

5. Fifth Line.
sect as designated by the Marine.
(exanpl es used were sel ected at
forth a pattern for guidance):

a. Spel
Roman Cat holi c,

b. If a religious designation
use meani ngful contractions and/or
Christian Church = "Am Evang Chr",
Presb Chr", etc.).

c. Wien the individua
not state a preference,

In the seventh space,
"M

Beginning in the first space,

random wi th no ot her

out the designation where possible;
Church of God, Mdslem etc.

prefers not to designate a preference or
use the words

enboss the

for medium or "L" for large to denote
the appropriate letter with an "X" in the
or extra large gas mask.

enboss either religion or
Show religious preference as follows
purpose than to set

for exanple: Baptist,

exceeds 15 characters (including spaces),
abbrevi ati ons (American Evangelica
Ot hodox Presbyterian Church = "Ortho

does
"NO PREFERENCE. "

d. Only change the religion on the identification tags currently in use

when specifically requested by the
sanpl es of conpleted ID tags:
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| D TAG EXAMPLE CHARTS

7002. MEDI CAL WARNI NG TAGS. Upon

Warning Tag Order) fromthe Marine's attendi ng physician or
instructions contained in BUMEDI NST 6150. 35.

a medi cal warning tag per

i ndi vi dual concerned. The follow ng are

| RAM 7003

recei pt of a NAVMED 6150/5 (Medica
dentist, prepare



7003. WEARI NG OF TAGS

1. Al personnel will wear one ID tag suspended around the neck and the
ot her as prescribed by their commander, when:

a. In a conbat area

b. Participating in field training exercises.
c. On nilitary operations.

d. Traveling aboard mlitary aircraft.

e. OQutside CONUS (unless otherw se directed).

2. Marines issued a nmedical warning tag should wear it at all tines.

7004 | RAM

3. Al commands WII| conduct periodic inspections to ensure their personne
possess properly prepared |ID tags.

7004. PREPARATION FACILITIES. Commands not possessing an enbossi ng machi ne
for preparing ID tags will request assistance (using the adm nistrative chain
of command, if possible) fromthe nearest Marine Corps activity with an
enbossi ng machi ne. The request should include a |ist of personnel for whom
the tags are required, and the informati on needed to prepare their ID tags.

7005. NOMVENCLATURE AND STOCK NUMBERS. Listed below are the correct
nonmencl atures and NSNs to requisition ID tags and accessories:

1. Neckl ace, Personnel, ldentification Tag - 8465-00-261-6629.

2. Tag, ldentification, Personnel - 8465-00-242-4804.

3. Tags, Medical, Warning - 6530-00-142-8775.
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